DoD 5010.15.1-M
VOLUME II

DEFENSE WORK MEASUREMENT STANDARD TIME
DATA PROGRAM - (DWMSTDP)
CLERICAL AND SALES OCCUPATIONS
PART TWO - STANDARD TIME DATA

SECTION II - DWMSTDP ELEMENT LISTING

NOTE: New DWMSTDP Elements included in changes to this volume will be
inserted in this section.
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DEFENSE WORK MEASUREMENT STANDARO TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OuMSTODP ™Y

SOURCE ATICON

FF

FF

NS

FE

FF

. NS

NS

FF

£E

203

203

203

203

203

203

203

TaL

MAL

MAL

MAL

MAL

MAL

FAL

TAL

TAL

CODE ELENENT VALUE

BTYTTXX -BTYCTXX VARIABLE

2
8TYKDOl BTYKOOL s
Tva1 BTYXKDO2 s
BTYLIOL STYLIOL 10
BTYLIO02 BTYLICZ =~ 4
CeATG  BTYPYOL sl
C6ATC  BTYSAOL 22
8TYCSOL BTYSCO1 20

BYYCTXX BTYTCXX VARIABLE

39
23

OPERATION/ELEMENT DESCRIPTION

CARRIAGE ,TRAVEL,TINE FOR MANUAL,ELECTRIC
OR BALL TRAVEL CN I8M SELECTRIC TYPEWRITER
PER INCH OF TRAVEL
STARTS=WITE TAC/CARRIAGE RETURN KEY CEPRESSED
INCLUDES=AUTOMATIC CARRIAGE/BALL TRAVEL
PROCESS/MACHINE TIME
ENDS=WHEN CARRIAGE/BALL STOPS
CONOITIONS=TMU VALUES REPRESENT ONE INCH OF
BALL OR CARRIAGE TRAVEL
CASE Ol MANUAL OR ELECTRIC
02 IBM SELECTRIC

KEY, DEPRESS,CONTINUQUS TYPE PER STROKE
STARTSeniITH RELEASE CF PREVIDUS XEY OR SPACE

BAR

INCLUDES=REACH, TCUCH, AND DEPRESSION OF KEV
/SPACE BAR

ENDS=WITH CEPRESSION OF KEY & FINGER STILL ON
KEY

CONOITIONS=TYPING ON “MANUAL,ELECTRIC OR [BM
TYPEWRITER.GENERAL/NARRAT LVE TYPING

KEY,DEPRESS ,CONT INUOUS TYPE PER STROKE
STARTS#REACH TC NUMBER OR DASH KEY
INCLUDES=CONTACT AND SUBSEQUENT CEPRESS OF

NUMBER CR CASH KEY
ENOS=RELEASE OF NUMBER OR DASH KEY
CONDITIONS=ELECTRIC AND MANUAL TYPEWRITER,
TECHNICAL/FCRMATTEC TYPING

LINE,INDEX,ACODITIONAL, MANUAL TYPEWRITER
STARTS=nITH LEFT HAND CN CARRIAGE RETURN LEVER
INCLUDES=NCVE LEVER AND GET HAND QUT QF waAY
ENOS=WITH HANC ON CARRIAGE RETURN LEVER
CONDITICNS*MANUAL TYPEWRITER

LINEINDEX,ACOITIONAL,ELECTRIC TYPEWRITER
STARTS=wIThH FINGER ON CARRIAGE RETURN KEY
INCLUDES=NMCYE KEY DOWN AND BACK UP
ENOS=WITH HANC ON CARRIAGE RETURN KEY
CONDITICNS=ELECTRIC OR iemM SELECTRIC

PAGE yTURNLCCPY MATERTAL TO BE TYPEC
STARTSeREACH TC COPY PAGE
INCLUDES=TURN PAGE OF COPY MATERIAL TO
CONTINUE TYPING
ENCS=RELEASE QF CCPY PAGE
CONOITIONS=COPY PATERIAL ON DESK BESICE
TYPEWRITER

SWITCH,ACTUATE
STARTS=REACH TC SWITCM
INCLUOES=CONTACTING SWITCH OPENING QR CLOSING
ANO RELEASING ) ’
ENDS=HANDS RETURNED TO HOME POSITICN
CONDITICNS=ELECTRIC TYPEWRITER

SPAC ING,CONT INUOUSELECTRIC TYPEWRITER,

MACHINE TIME ONLY PER INCH
STARTSeWITF SPACE BAR/BACK SPACE XEY CEPRESSED
INCLUDES=MACHINE TIME CNLY PER INCH FCVEMENT
ENOS=WITH SPACE PAR/BACK SPACE KEY RAISEC
CONOITICMS=IEN SELECTRIC

TYPING.CONT INUOUS s DASH/UNDERLINE/ANY KEY,
ELECTRIC TYPEWRITER
STARTSewITh COATINUGUS TYPE KEY CEPRESSEC
INCLUDES=MACHINE TIME ONLY PER INCH POVEMENT
ENOS=WITH CONTINUGUS TYPE KEY RAISED
CONDITIONS=€ELECTRIC TYPEWRITER
CASE 01 ELITE
02 18M BALL



DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE

SOURCE ATION

FF

FE

FF

FF

FF

FF

203

203

203

203

202

203

vaL

MAL

MAL

MAL

MAL

MAL

CCDE

MTYCPOL

MIYCPO2

MTYCPOI

MTYCPO&

MTYCPOS

MTYCPOS

OwumnsTOP
ELEMENT

MTYCPOL

NTYCPC2

MYYCPOI

NTYCPO4

MTYCPGS

MTIYCPO&

38

66

77

13

34

36

OPERATICN/ELENENT DESCRIPTION

CARRIAGE/8ALL, PCSITION,TO EXACT LINE USING
ROLLER KNCB FROM WITHIN 6 LINES OR 1 INCH
STARTSeniTH HAMDS ON HOME KEYS & REACH TO
ROLLER KNOB
INCLUDES=GETTING & TURNING ROLLER XNCB § POSI-
TIONING CARRIAGE/EALL TO OESIRED LINE
ENOS=MITH HANO STILL ON ROLLER XNOB
CONDITICNS=NANUAL,ELECTRIC OR IBM SELECTRIC
TYPEWRITER

CARRIAGE/BALL,PUSITION.TO EXACT LINE USING
VARIABLE LINE SPACER FROM WITHIN & LINES
GR 1 INCH
STARTS=WITH HANDS ON HOME KEYS & REACF TO
ROLLER KNGB
INCLUDES=GETTING & TURNING ROLLER XNCB.
DEPRESSING VARTABLE LINE SPACER € POSITICNING
CARRIAGE/BALL TO DESIRED LINE
ENOS=WITH HANC STILL ON ROLLER KNGO
CONDITICNS=MANUAL OR ELECTRIC TYPENRITER

BALL POSITION,TO EXACT LINE USING VARIABLE
LINE SPACER FRCM WITHIN & LINES CR 1 INCH
STARTS=WwITH HANDS CN HCME KEYS £ REACH .TO
ROLLER KknOB
INCLUOES GETTING & TURNING ROLLER KNCB,
CARRIAGE/BALL TO CESIRED LINE
ENOSeWITH HAND STILL ON ROLLER XNOB
CONOUTIONS=IBM SELECTRIC TYPEWRITER

CARRIAGE/RALL, POSITION,TO EXACT LINE FOR EACH
ADOITIONAL 6 LINES OR 1 INCH
STARYS=&ITH HANC ON ROLLER KNQB
INCLUODES=TURNING ROLLER KNOS
ENOS=WI{TH MAND ON ROLLER XNOB
CONDITIONS=MANUAL, ELECTRIC OR I8M SELECTRIC

CARRIAGE ,POSITICN,TO EXACT SPACE ON SANE LINE
STARTS=WITH CONTACT OF CARRIAGE RELEASE LEVER
INCLUDES=ACTUATING CARRIAGE RELEASE LEVER ¢

POSITICNING CARRIAGE TO DESIRED. SPACE
ENOSeWITH ROLLER KNOB STILL IN HANO
CONOITIGNS=MANUAL OR ELFCTRIC TYPEWRITER.NOTE=

1F REQUIRED POSITIONING IS LESS TrHAN 3 INCHES

SPACE BAR SHOULD BE USED TO PCSITION CARRIAGE

BALL,POSITION,TQO EXACT SPACE ON SAME LINE

STARTS=wITH MANDS ON HOME KEYS & REACH TO
SPACE EAR/BACK SPACE KEY

INCLUCES=GET ANO CEPRESSICN OF SPACE EAR/BACK
SPACE KEY,MACHINE TIME WHILE 8AR/KEY IS
DEPRESSED € 3 FINAL DEPRESSIONS FCR EXACT
PGSITIOMING

ENOS=WITH RATSING OF FINGER AFTER EXACT
POSITIONING

CONOITIONS=18M SELECTRIC TYPEWRITER,
LIMITEC TO CONTINUOUS SPACING OF 1 INCH FOR
POSITIONING DF BALL.WITM OVER 1 INCKF OF
CONTINUCUS SPACING, USE 36 TMUS PLUS 2C TMUS
X NUMBER OF INCHES OVER 1 INCH



DEFENSE WORK

DATA OCCUP+= QUALITY SOURCE

SOURCE ATION

FF

FF

£F

FF

- NS

203

203

203

203

203

MAL

MaL

MAL

PAL

MAL

(e 01]

MTYCRXX

MTYKLXX

MTYLTXX

MTYMSO1

TY11

DWMSTOP  TMU
ELEMENT  VALUE

MTYCRXX VARIABLE

3s
12

18

MTYKSXX VARIABLE

19

.

MTYLTXX VARIABLE

382
ass
3¢
309
408
381
362

335

MTYNSOL 42

MTYRYC1 14

MEASUREMENT STANDARD TIME DATA ELEMENTS

OPERATION/ELEMENT DESCRIPTION

CARRIAGE/8ALL,RETURN
STARTS=wITH HANDS CN HCME KEYS & REACK TO
CARRIAGE RETURN LEVER OR KEY
INCLUDES=ALL MCTICNS REQUIRED TO GETV LEVER OR
KEY & RETURN OF CARRIAGE
ENOS=WITH HANDOS Ch HCME XEYS
CONDITIONS=APPLIES TO MANUAL,ELECTRIC OR [8M
SELECTRIC,NOTE=FOR EACH ADDITIONAL MANUAL LIAE
INDEXoREFERENCE BTYLIOI~10 TMUS,FOR EACH
ADOTITIONAL SELECTRIC/IBM REFERENCE BTYLIO2=
4 TMys
CASE OL CARRIAGE RETURN TO TYPE NEXT LINE
MANUAL ,CARRIAGE TRAVEL UP TO 9 INCHES
02 CARRIAGE RETURN TD TYPE NEXT LINE,
ELECTRIC,CARRIAGE TRAVEL UP TO 9
INCHES
03 BALL RETURN TO TYPE NEXT LINE,LlBNM
SELECTRIC,8ALL TRAVEL UP TO 9 INCHES

KEY, SHIFT,LCCKX CR UNLOCK TYPEWRITER=MANUAL,
ELECTRIC, & [8M SELECTRIC.
STARTSewITh REACH FRCM HOME KEYS TO LOCK OR
SHIFT KEY.
INCLUDES=GET SPIFY KEY ANC LOCK OR UNLOCK
ENDS=W{Th HANDS ON HCME XEYS,
CONDITICGNS=CASES CIFFER BY TYPE OF TYPEWRITER,
CASE 01 LOCK OR UNLOCK SHIFT XEY ON MANUAL
TYPEWRITER
02 LOCK OR UMOCK SHIFT KEY CN ELECTRIC
OR [BM SELECTRIC TYPEMRITER

LINE,TYPE
STARTSewITr TYPIST IN POSITION TO TYPE
INCLUDES=LCOK TO SOURCE PAPER AT START,ALL
KEY CEPRESSES KEY SFIFTS,KEY LCCKS & UNLCCKS,
CARRIAGE RETURN 'ANC ACOITIOMAL EYE FOCUSES
ENDS=WITH CARRIAGE RETURNED ANC TYPIST READY
TO CCANTINUE TYPING
CONDITIONS=CASE 01 TQ 04,G00D SOURCE FITERIIL
05 TG C8 ROUGH SOURCE MATERIAL
CASE 01 TYPE FIRST LINE.MANUAL TYPEWRITER
€2 EACH ADDITICNAL LINE,MANUAL
G3 TYPE FIRST LINEJELECTRIC GR [B8M
SELECTRIC
Q4 EACH ACOITICNAL LINE,ELECTRIC OR
TeM SELECTRIC
05 TYPE FIRST LINE,MANUAL TYFEWRITER
0¢ EACK ADDITICNAL LINE,PANUAL
C7 TYPE FIRST LINE.ELECTRIC GR [8BM
SELECTRIC
08 EACH ACDITIONAL LINE,ELECTRIC OR
IBM SELECTRIC

MARGINGSET,wITH MAGIC MARGIN OI MARGIN SET KEY
CR VISIBLE SLIOING TYPE
STARTS=GETTING LEVER, 1 KEY OR MARGIN STOP
INCLUDES=ALL MCTICNS REQUIRED TO SET MARGIN
LEFT OR RIGHT
ENDS=WITH FINGER(S) RAISEC OVER LEVERS (OR)
MARGIN SET KEY (OR) MARGIN STOP
CONDITIONS=MANUAL, ELECTRIC & (8M TYPEWRITERS

ROLLER+TIGHTEN
STARTS=REACH TO LEVER
INCLUDES=MCVING LEVER TO TIGHT
POSITICN
ENDS=RELEASE OF LEVER
CONDITIONS=ELECTRIC CR MANUAL TYPEWRITER



DATA
SOURCE ATION

£E

FF

FF

£F

£F

FF

203

203

203

203

202

203

MAL

MAL

MAL

MAL

MAL

rAL

DEFENSE WORK NEASUREMENT STANDARD TIME UATA ELEMENTS

OCCUP= QUALITY SOURCE

CODE

NTYSS01

MTYCTXX

MOGTRO1

MOGTSO1

MTYTCO1

MTYTCO2

oumusSTDP TRy

ELEMENT VALUE

MTYSSol 22

MTYTCXX VARIABLE

55

39
»TYTNOL 348
NTYTHOZ 459
MTYTROCL 20
NTYTRC2 57

OPERATICN/ELEMENT DESCRIPYION

SPACING o SET,SINGLE,OQUBLE CR TRIPLE LIANE
SPACING ¢ MANUAL,ELECTRIC OR 18M SELECTRIC
STARTS=WITH REACH TO SPACING LEVER
. INCLUDES=GET £ ACTUATE SPACING LEVER
ENCS=WITH REQUIRED LINE SPACING SET & HAND
STILL ON SPACING LEVER
CONOTTIONS=MANUAL ,ELECTRIC OR I8M SELECTRIC
TYPEWRITER

TYPING .CONTINUOUS,CEPRESS KEY & HOLD FCR 1
INCH OF TYPE,uITH FINAL FOSITIONING BY 3
REPEATED OEPRESSIONS
STARTSeMITH REACH FROM HOME KEYS TO CONTINUQGUS
TYPE KEY.
INCLUDES=GET ¢ DEPRESSION OF KEY, MACHMINE TIME
WHILE KEY 1S CEPRESSED € FINAL 3 CEPRESSIONS.
ENDS=WITH FINGER RAISEC FROM KEY.
CONOITIONS=FQOR MANUAL !lCKUP. REFERENCE
NS 203 C&ATC
CASE 01 MANUAL CR ELECYRIC TYPEWRITER
02 I8M SELECTRIC TYPEWRITER, NOTE=KEY=
LOCK TO BE ADCED AS APPLICABLE

TYPEWRITER,MOVE ,FRCN DESK SIDE WELL

STARTS=WITH A MOVE OF CHAIR ANO TURN TO CLOSED
DESK WELL DOOR

INCLUDES=QPENING CCOR,REMGVING TYPEWRITER FROM
WELL AND PLACING IN POSITION TO USE

ENOS=WITH CPERATOR IN POSITION TC VYPE

CONOITIONS=QPERATCR IN SEATED POSITION
THRCUGHOUT

TYPEWRITER,MCVE,INTO STORAGE IN SICE OESK wELL

STARTS=WITH OPERATOR SEATED IN WORK POSITIOMN
AT DESK

INCLUDES=MOVING TYPEWRITER INTO CESK WELL AMND
CLCSING DCCR )

ENOS~WITH OPERATOR MCVING CHAIR INTO WORK
POSITIGA

CONOITIONS=OPERATOR IN SEATED POSITICN -
THRGUGHCUT

TAB,RELEASE/CLEAR,PER STCP,WITH UP TO NINE
INCHES OF CARRIAGE/BALL TRAVEL ,MANUAL,
ELECTRIC CR IBM SELECTRIC TYPEWRITERS
STARTSeW[TH HANDS ON HCME KEYS & REACK TO
TAB KEY
INCLUDES=GET ANDO CEPRESSION OF TAB KEY,
MACHINE TRAVEL TIME, GET & CEPRESSICN OF TAB
CLEAR KEY & RAISING OF FINGER )
ENOS=wITH FINGER RAISEC OVER TA8 CLEAR KEY
CONOITIONS=LIMITED TC CARRIAGE/BALL TRAVEL CF
9 INCHES OR LESS

TAB,RELEASE/CLEAR, ALL STOPS CONTINUOUSLY,
PANUAL CR ELECTRIC TYPEWEITER
STARTS=wITH HANOS ON KEYBOARD € REACH TO ROt~
LER KkADSB
INCLUDES=GETYTING ROLLER KNOB & CARRIAGE
RELEASE LEVER, GETVYING TAB CLEAR KEY,MOVING
CARRIAGE TO CLEAR ALL STOPS €& RETURNING HANC
TO KEYEOARC
ENDS=WITH HANCS ON KEYBOARD
CONDITICNS=USE FOR MANUAL OR ELECTRIC.



DEFENSE WORK NEASUREMENT STANDARD TIME OATS ELEMENIS>

DATA OCCUP= QUALITY SOURCE CWMSTDP T™U

SOURCE ATION CODE ELEMENT  VALUE
FF 203 AL MTYTS03 MTYTSOL . 34
FF 203 LL1% MTYTSO4 MNTYTSC2 44
FF 203 MAL TTYSUXX TTYPSXX TABLE
NS 203 MAL TY2NOR STYETXX VARIABLE

512
589
538
615

OPERATION/ELEMENT DESCRIPTION

TAB,SET,POSITIONING CARRIAGE BY 4 TO 8 REPEAT»
ED DEPRESSIGNS OF SPACE BAR.MANUAL ,ELECTRIC OR
IBM SELECTRIC TYPEWRITER
STARTS=WITH HANDOS CN HOME KEYS & REACH TQ
SPACE BaAR
INCLUOES=GETTING & DEPRESSING SPACE gaR
REPEATEOLY,SETTING TAB, € RETURNING HANDS TO
HOME KEYS
ENOS=WITH HANDS ON HCME KEYS
CONDITIONS=MANUAL, ELECTRIC OR [BM SELECTRIC
TYPEMRITER

- TABGSET,WITH UP TQ 1 INCF OF SPACING, I8N

SELECTRIC TYPEWRITER

STARTS=WITH HANDS ON HOME KEYS & REACK TO
SPACE EBAR/BACK SPACE XEY

INCLUDES=POSITIONING BALL TO EXACT SPACE ¢
DEPRESSING TA® SET KEY & RETURNING KANOS TO
HOME KEYS

ENDS=WITH HANCS ON HOME KEYS

CONOITIONS=18M SELECTRIC TYPEWRITER
NOTE=FOR SETTING TA® OVER 1 INCk GF SPACING
USE 46 TMU PLUS 20 TMU PER INCH

PAPER,SET=UP,SHEET(S) OF BOND/FORMS & CARBONS
STARTS=nITH REACH TO BCNC/FORM & CAREBONS
INCLUDES=CCUNTING OR TEARING CARBON SETS FROM

PAD. PLACING IN & REMOVING FRCM TYPEWRITER
SEPARATE & ASICE CARBGNS AS NECESSARY
ENOS=WITH TYPEC COPY IN NAND
CDNOITIONS-?YPISTS FACING OESK CODDE A=80ND CR
BONO & MANIFOLD FROM DESK ORAWER.COCE B=fFORMS
& CARBONS FROM PAC ON DESK 3=6 INCH TEAR. COCE
C~FORMS £ CARBONS FROM PAD ON DESK 10=15 INCH

TEAR
CO0E NUMBER OF MANIFOLD SETS
. 0 1 2 3 4 H 6 "7
A 8 c 0 3 F ¢ .M
A 619 769 756 823 85O 877 $C4& 931
A 629 779 806 833 860 887 914 941
8 682 705 728 751 774 157 82¢C
C 727 7%9 782 805 828 8%5) 87«

ENVELOPE . TYPE,MAILING ADDRESS
STARTS=ulTk PICK=UP OF EAVELOPE FROM CESK
INCLUDES=TURNING CHAIR TG TYPEWRITER
INSERTING ENVELOPE, ACTUATING SWITCH,TYPING
ADDRESS, REMOVING ENVELOPE ANC ACTUATING
SWITCH
ENOS=WITH CHAIR TO DESK AND ENVELOPE IN FANC
COMOITIONS=CASE 01=02 LETTER SIZE ENVELCPE,
CASE 03=04=9 X 12 INCH ENVELOPE
CASE Ol AODRESS LETVER SIZED ENVELOPE,
THREE LINES
02 AOORESS LETYTER SIZED ENVELCPE,
FOUR LINES
03 ADORESS 9 X 12 INCH ENVELCPE,
THREE LINES
04 ADCRESS 9 X 12 INCH ENVELCPE,
FOUR LINES



CEFENSE WORK NEASUREMENT STANOARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OwWNSTOP ™y OPERATION/ELEMENT OESCRIPTVION
SOURCE ATION CODE ELEMENT VALUE
FF 206 pAL BFLCLXX BFLCLXX VARIABLE CARD+LOCATE, IN T8 INOEX FILE
STARTS=uITH OPERATOR POSITIONELC IN FRONT OF
OPEN FILE

INCLUDES=LOCATING INDEX TAB € SEARCHING
THRCUGH CARCS BEHWINC INDEX TA@ € LOCATING CARD
€ PARTIAL REMOVAL FROMN FILE

' ENDS=WITH CARC LOCATED & FINGERS GRASPING CARD

113 CASE 01 TIGHT FILE UP TO 10 CARCS 3Xx5 INCH

129 02 TIGHT FILE 11 TO .25 CARDS 3X5 INCH

160 03 TIGHY FILE 26 TO 100 CARDS 3XxS YO
5X9 INCH

9% 04 LOOSE FILE UP TO 10 CARCS 3x3 YO
$X9 INCH

109 0S LOCSE FILE 11 TO 25 CARCS 3x5 VO
5X9 INCH

134 06 LOCSE FILE 26 TO L00 CARDS 3x5 TG
5X9 INCH

FF 206 MAL BFLDLXX BFLOLXX VARIABLE DOCUMENT 4LOCATE,POSITION IN FOLDER CONTAINING

DOCUMENTS=SIZE 8X10 TO B=1/2X14é
STARTSeuITH+ OPERATOR PCSITVIONEC IN FRONT OF
FILE.FOLDER [N FILE OR PARTIALLY REMOVED wWiTt
FINGERS IN CONTACT WITH BACK EDGE OF FOLDER
ANO REACH TC FRONT EDGE OF FOLCER
INCLUDES=SEARCHING THROUGH DOCUMENTS AND
LOCATING OCCUMENT POSITION
ENDSeWITH COCUMENT POSITION LOCATEC ANC
_ FINGERS GRASPING OESIRED DOCUMENY
CONOITIONS=CASE CEPENOENT UPON QUANTITY OF
\ DOCUMENTS IN FILE. TMU VALUE APPLIES TQ EACH
POSITION LOCATED.

73 CASE 01 FOLCER CONTAINING UP TO S COCUMEANTS
108 02 FOLCER CONTAINING FROM 6 TO 20
DOCUMENTS
143 03 FOLCER CONTAINING FROM 21 TO 100
DOCUMENTS
FF 206 MAL BFLFLXX BFLFLXX. VARIABLE FOLDER,LOCATE,PCSITION IN FILE OF FOLCERS SX1Z

OR 9x15 INCH SIZE

STARTSewITh OPERATOR POSITIONEC [N FRCNT OF
OPEN FILE.

INCLUDES=HESITATION TO ORIENT PRIOR CF SCAN-

- ING FILE,REACH TQO APPROXIMATE FOLCER FROM

DRAWER HANOLE ANO SEARCH TO
LOCATE REQUIREC FCLCER

ENDS=WITH FOLDER LOCATED ANO FINGERS IN
CONTACT wiTH BACK EDGE OF REQUIREC FOLDE®R.

CONDITICAS=TMU VALUES FOR INOIVICUAL CASES
DEPENCENT UPON QUANTITY OF FOLDER IN FILE.

95 CASE Cl FILE CCNTAINING UP TD 15 FCLDERS
SEQUENCED NON=INOEXED FILE
135 C2 FILE CCNTAINING 16 TO 30 FCLDERS
SECUENCED NON=INOEXED FILE
157 03 FILE CCNTAINING 31 TO 60 FCLDERS
: SEQUENCED NON=INODEXED FILE
87 04 FILE CCNTAINING UP YO 5 FCLCERS IN=
DEXED
118 05 FILE CONTAINING 6 TQO 15 FCLCERS
INCEXEC
148 06 FILE CONTAINING 16 TO 30 FCLCERS
INCEXED
NS 208 MAL c3oza MFLCHCL 30 ClRDoHANDLE}RllSE FROM FILE TO REAC & PUSH

BACK INTC FILE
STARTS=WITH CARD FILE PARTED AT CESIREC CARC
AND FANCS AT FILE.
INCLUDES=ICENTIFYINGs RAISING
& PUSHING CARC BACK INTO FILE
ENDS=RELEASE OF CARD IN FILE
CONDITICNS=DOES NOT INCLUCE TIME TC
PROCESS CARC wWHEN IT [S OUT OF FILE



DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

DATA OCCUPe QUALITY SOURCE OWuMSTOP U OPERATICN/ELEMENT DESCRIPTION
SOURCE ATICN CCDE ELEMENT  VALUE
NS 206 MAL c3cae MFLCHC2 36 CARD JHANCLE,REMCVE FROM FILE € SET ASICE

STARTSewWITH CARD FILE PARYED AT CESIREC CARC
AND HANCS AT FILE
INCLUDES=ICENTIFYING CARC, & REMCVING
FROM FILE, TILTING NEXT CARC [F REQUIRED
ENOS=RELEASE OF CARD AT ASIOE POSITION
CONOITIONS=TILTING TIME LIMITEC OuT,

NS 206 MAL c3pac MFLCHO2 32 CARO,HANOLE, INSERT, INTO FILE :
STARTS=WITH HAND ON BATCH OF CARCS IN SECUENCE
T0.8€ FILED
INCLUOES=GETTING € MOVING TO FILE
ALIGNING ANC OROPPIMNG INTO FILE
ENOS=RELEASING CARO 1IN FILE :
CONDITICNS=TINME TG LOCATE PLACE FOR
INSERTION OF CARO IN FILE NOT INCLUDEC.

NS 206 MAL c3020 MFLCHO4 52 CARD,REMOVE FROM FILE ANDC TILT NEXT CARC
STARTS=wITF CARD FILE PARTED AT CESIREC CARC
AND HANCS AT FILE
INCLUDES=IDENTIFYING ANDO CHECKING.RAISING
AND REMCVING CARDO WHILE LEFT ¥AND TILTS ANEXT
CARC
ENOS=RELEASE CARD AT WCRKING ARES
CONOITIONS=AT FILE. TIME TO LOCATE CARC IN
FILE NOT INCLUDED

NS 206 MAL C302€ MFLCHOS 56 CARD¢HANOLE JREPLACE IN FILE,NEXT CARC TILTED
STARTSewITH REMCH TO CARD
INCLUDES=NCVING CARD TC FILE LCCATION ANC
. PLACING IT IN FILE WHILE SIMULTANEQUSLY
RETURNING TILTED CARD TO FILE
ENDS=WITH CARDS IN FILE
CONDITIONS=STANDING AT FILE,CARDS ARE PUSHEC
TOGETHER=TIGHTLY/CLCSELY PACKEC IN FILE

NS 206 MAL C3c2F MFLCHO6 42 CARD¢HANOLE,REPLACE IN FILE,NEXT CARC TILTED
. ’ STARTS=WITH RESMCH TGO CARD

INCLUDES=MCVING CARD TC FILE LCCATION ANC
PLACING IT IN FILE WHILE SIMULTANEOUSLY
RETURNING TILTED CARD TQ FILE

ENOS=wITH CARCS IN FILE

CONOITIONS®STANDING AT FILE,CARDS ARE NOT
TIGHTLY/CLOSELY PACKET IN FILE

FF 206 MAL MFLCPOL  MFLCPOL 205 CARD,PLACE,IN VISIBLE INCEX FILE
. (3X5 TO 8x11 INCK CARD)
STARTS=wITH OPERATOR POSITIONEC IN FRCNT OF
?PEN FILE,CARC IN HANC AND EYE FOCUS TO LOCATE
NOE X
INCLUDES=LCCATING & CPENING INCEX,
[NSERTING CARC INTO FILE AND CLCSING INDEX
ENDS=WITH CARC INSERTED INTO FILE ANC RELEASED
CONDITIGNS=USE 3x5 TC 8X11 INCH CARC ANC
VISIBLE INOEX FILE

FF 206 maL MFLCRO1 MFLCRCL 109 CARD,REMCVE,FROM VISIBLE INCEX FILE(3XS TO
8X11 INCH CARD)

STARTS=WITH OPERATOR IM FRONT OF FILE ANC EYE
FOCUSES TO LOCATE INDEX

INCLUDES=LCCATING & CPENING INDEX,REPOVING
CARD ANC CLCSING INCEX

ENCS=WITH CARC REMOVED FROM FILE.INOEX CLOSED
AND RELEASEC

CONDITICNS=USE 3XS5 TC 8Xx11 INCH CARC AND
VISIBLE INOEX FILE



DATA
" SOURCE

NS

AF

oL

AF

ocCup=

ATION

206

206

206

206 .

MAL

MAA

raL

MAA

DEFENSE WORK

QUALITY SOURCE

CODE

C1014A

AAlL2

8CSF

AALl6/7

OwMSTOP TMy
ELEMENT VALUE

MFLCSXX VARIABLE-

22

28
43

33
51

MFLDFC1 56

MFLOSOL 232

MFLFOXX VARIABLE

135
170

MEASUREMENT STANDARD TIME OATA ELEMENTS

OPERATICN/ELEMENT DESCRIPTION

CARDS,SORT,8Y HAND (PER CARC)
STARTS=BATCH OF CARDS IN HANO
INCLUDES=SEPARATING TOP CARD, ICENTIFYING,
MOVING ANO RELEASING TO CORRECT PILE
ENCS=RELEASE OF SINGLE CARD ON CORRECT PILE
CONGITIONS=VARTARLES ARE NUMBER OF PILES,
OIFFICULTY IN IDENTIFYING & HANCLING EASE
CASE Ol=NUMBER OF PILES=2=4,QUICK (NUMERIC)
DECISIGN AS TO PILE,NC TENDENCY TO
STICK TOGETHER
02=SAME CCNOITIONS AS CASE Ol EXCEPY
CARCS FRECUENTLY STICK TOGETHER
03=SAME CONOITIONS AS CASE Ol EXCEPY
: CECISION AS TO PILE REQUIRES REACING
2=3 WORODS
04=NUNBER OF PILES 5+12,CUICK(NUMERIC)
OECISICN AS YO PILE
0S=SAME CCNOITIONS AS CASE 04 EXCEPY
DECISION AS TO PILE REQUIRES REACING
2=3 HOROS -

DOCUMENT . FIL INGy IN MANILA FOLODER
STARTS=REACH TQ FILE CCPY
INCLUOES=GETTINGoMOVING ANO SUBSEQUENT

PLACING GF COCUMENT IN MANILA FOLCER
ENOS=FQOLDER ASIDE
CONOITIONS=MATERIALS ON DESK OR TABLE

DOCUMENT , SUSPENSE +PLACE IN,REMOVE FRCM FILE
STARTS=WITH A REACH TO THE DOCUMENT
INCLUDES=ALL THE TIME NECESSARY TCO PLACE A
DOCUMENT IN A SUSPENSE FILE,OR TO LOCATE AND
REMOVE A OGCUMENT FROM THE FILE

ENDS=w{TH COCUMENT IN HAND

CONDITICNS=FILE CAN CESK

FILE ORAWER GPEN AND CLOSE,STANDARDC UPRIGHT
TYPE FILEFULTI CRAWER
STARTS=wiITF GETTING. ORAWER HANOLE, INCLUDES 4
STOCP TQ eOTTGOM DRAWERS (CASE 2)
INCLUDES=RELEASING LOCK WITH THUMB AMNC OPEN ING
ORAWER ANO CLOSING ORAWER UPON CONPLETIOMN OF
FILING OPERATIDON
ENDS=WITH CRAWER CLOSEC,ADD ARISE FRCN STOOF
FRCM BOTY(OM DRAWER (CASE 2) -
CONDITIONS=0PERATOR AT FILE CABINET
CASE Ol TOP,SECOND CR THIRD ORANER
02 FOURTH OR B8CTTOM ORAWER



OEFENSE WORK NEASURENMENT STANDARD TIME DATA ELEMZNTS

OATA OCCUP= QUALITY SOURCE DuNSTOP ™y OPERATION/ELENENT DESCRIPTION
SOURCE ATION CooE ELEMENT  VALUE
FF 206 MAL TFLCAXX TFLCHXX TABLE CARD(S) 4HANDLE FILING 3XS TO S5X9 INCKH CARDS
’ STARTS=WITK LOCATING CARD POSITION € REACH TO
CARD

INCLUDES=LOCATING CARD POSITION,& INSERTING,
REMCVAL. PARTIAL RENOVAL € REPLACING € OR
MAKING AN OPENING

ENOS=WITH CARC(S) INSERTED INYQ FILE ¢
RELEASEC OM CARDS REMOVED FROM FILE € IN
HANO

COMOITIONS=00ES NOT INCLUDE ANY OPERATION
PERFORMED WHILE CARD IS PAATIALLY REMOVED
REFEMENCE~COLUMN A TINME TO PLACE SINGLE CARC

COLUMN B TIME TO PLACE BATCH CARDS
COLUMN C TINME TO PARTIALLY REMOVE
CAROS .
COLUMN O TIME TO PARTIALLY REMOVE
ANDO REPLACE CARCS
CONOITIONS CASE » [ c c

TIGHT CARDS UP TO 10 A 143 148 12¢ 1234
FILE  BEHWINC L1 TO 25 B8 159 164 142 1%0
TA® 26 TO 100 C 190 195 173 lel
APPROX LOCATION D 59 64 34 ¢
LOOSE CAROS UP TG 10 E 113 126 105 1Cs
FILE  BEMIND 11 Y0 25 F 126 139 122 119
TA® 26 TO 100 G 1SL lé4 147 144
APPROX LOCATION H 35 48 &1 €2
LOOSE  ADDITIONAL CARD J 34
FILE
TIGHT  AODITIONAL CARD K .1
. FILE
FE 206 WAL TFLDAXX TFLONXK  TABLE  DOCUKENTS,WANOLE.SINGLE CR BATCH AT FILE
LOCATION

STARTS=wITh LCCATE CCCUMENT(S)
OR REACH TO EDGE OF FOLDER.
INCLUDES=LOCATING DOCUMENT(S),POSITICNING,
INSERTING.REMCVING,OR PARTIALLY REMOVING
ANO REPLACING OOCUMENTI(S) IN A FOLDER
ENOS=WITH COCUMENT(S) PLACED I[N FOLDER ANO
. . RELEASEC OR REMOVED FRCM FOLDER ANC ASIDE
REFERENCE=CCLUNMN J=TIME TO PLACE COCUMENT(S)
COLUMN A=TINE YO REMOVE COCUMENT{S)
COLUMN C=PARTIALLY REMOQVE & REPLACE
COLUMN D=PLACE OOCUMENT(S) IN APPRe
OXTMATE LOCATION
CCLUNMN E=REMOVE ACTITIONAL COCUMENT
FILING COCUMENTS
NO. OCCUMENTS

IN FOLDER REF A 8 C "] E
uP 10 S A 100 94 97 40 32

6 10 20 8 135 129 132

21 10 100 [ 170 164 167



OATA

0CCyP=

SOURCE ATION

FF

FF

FF

FF

FF

FE

206

207

207

207

2C7?

207

CEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

QUALITY SOQURCE

MAL

TAL

TAL

TAL

TaL

TaL

CODE

TFLFAXX

BRPPMO

ARPPMO2

BRPPMO3

BRPPMO4

BRPPMOS

DwMSTOP
ELEMENT

TFLFHXX

3RPNTOL

BRPMTC2

BRPPTOI

BRPMT 4

BRPMTCS

TNy
VALUE

TABLE

29

262

277

204

26

OPERATION/ELENENT ODESCRIPTICN

FOLOERS+FANOLE,SINGLE OR BATCH AT FILE
LOCATION
STARTS=u [Tk LOCATING FOLCER POSITICN
INCLUDES=LGCATING FCLOER POSITION,PLACING,

RENOVING OR .PARTIALLY REMOVING ANC REPLACING

ENCS=MITh FOLCER PLACEC INTO FILE ANC RELEASED

CONDITIONS=00ES NOT INCLUDE ANY CPERATIONS

PERFORMED WHILE FCLOER IS PARTIALLY REMOVED

REFERENCE=CCLUMN A=TIME TO PLACE FOLDERS
=COLUMN B=TIME TO REMOVE FCLCERS

«COLUMN C=TIME TO PARTIALLY REMQYE

AND REPLACE FOLCERS

VARIABLES
SEQUENCED FILE REF NO FCLCERS A e
IN FILE

NCN=INCEXED,TIGHT A UP TQ 15 132 143
TIGHT 8 16 TO 30 172 123
TIGHY € 31 TO 60 194 2C5
LOGOSE C uP YO LIS 116 135
LCOSE E 16 TO 30 156 178
LOOSE F 31 TO 60 178 2C0
NQ FCLDERS
BEMINC INDEX

INOEXED TIGHT G UP TO S 126 135
TIGHT ¥ 6 TO 15 155 1és
TIGHT J 16 TO 30 185 1S6
LCOSE X UuP TO 5 108 g7
LOGCSE L 6 Y0 15 139 158
LOCSE » 16 TO 30 169 1¢e8

FACHINE TIME,PHOTO=COPIER, EXPOSURE TIME PER
DIAL SETTING
STARTS=wHEN EXFOSURE LIGHT COMES ON
INCLUDES=EXPOSURE TIME ONLY
ENOS=WHEN EXPQSURE LIGHT GOES OFF
CONDITICNS=3M JUTCMATIC ORY ~209% MOCEL

MACHINE TIFE,PHOTOSCOPIER,PRINT CUT TIME PER
SINGLE CQPY
STARYS=whEN "PUSHeTCeCOPY™ QR “BCOK COPY®
BUTTCN IS PRESSED
INCLUOES=MACHINE “OVING COPY IN ANC CUT CF
MACKINE
ENCS=WHEN COPY IS EMITTEC FROM MACHINE
CONDITIONS=3M JUTCMATIC ORY 209 MOCEL

MACHINE TIME,PHOTO=COPLER, PRINT OUT TIME PER
COPY FOR MULTIPLE CCPILES
STARTSeRMEN “"PUSheTO=COPY*" QR "BCCK COPY®
BUTTCN 1S PRESSED
INCLUDES=MACHINE MOVING ORIGINAL AND COPYS
IN ANC CUT CF MACKHINE
ENOSeWHEN LAST COPY IS EMITYED FROM MACHINE
CONDITIONS=3M AUTCMATIC ORY 209 »OCEL

MACHINE TIVME,PHOTO=CCPIER, PRINT CUT TIME FCR
BOUNC ORIGINALS
STARTS=WrEN "PUSH=T(G=CCPY®™ OR *“8GOK COPY®
BUTTCN [S PRESSED .
INCLUDES=MACHENE YOVING ORIGINAL AND COPY(S}
IN ANO CUT OF MACHINE
ENOS=WHEN LAST COPY IS EMITTED FROM MSCKINE
CONDITIONS=3M AUTCMATIC DRY 209 MOCEL

MACHINE TIME,PHOTO~CCPIER,RCTATE FILM FOR
BOUND ORIGINALS
STARTSewHEN BCCK COPY BUTYON IS PRESSEL
INCLUDES=MACHINE TIME FOR FILH TC ROTATE
ENOS= wWHEN FILM HAS ROYATED ANC INSTRUCTION
PANEL LIGHTS up
CONOITIONS=3M AUTCMATIC ORY “209% MOCEL

10

1%6
156
218
132
172
154

148
118
2(S
124
125
(X3



CEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE DWMSTOP MY OPERATICN/ELEMENT DESCRIPTION
SOURCE ATION CODE ELEHENT VALUE
FF 207 TAL BRPPMO6 BRPMTCE 17 MACHINE TIME,PHOTO=COPIER,MACHINE TIME TG

READY FOR EXPOSURE FOR BOUND ORIGINALS
STARTS=wWHEN BOCK COPY BUTTON IS PRESSEC
INCLUDES=NMACHINE TIME FOR FILM TC ROTATE
ENOS=WHEN FILM HAS ROTATED AND INSTRUCTICN

PANEL LIGHTS uP
CONOITIONS=3M AUTCMATIC ORY “209% MOCEL

FF 207 TAL BRPPHOT BRPNTO7 2113 MACHINE TIME,WARP=UP,COLD MACHINE
STARTS=WHEN “CN®™ BUTTON IS PRESSED
INCLUDES=#aCHINE TIME TO WARM UP
ENOSoWHEN INSTRUCTION PANEL LIGHTS UP
CONOITIONS=3M AUTOMATIC ORY *209* MOCEL

FF 207 TAL BRPPMOS BRPMY(QS 1057 MACHINE TIME, WARM=UP,wARM MACHINE
STARTS=wHEN "ON" BUTTON [S PRESSED
INCLUDES=MACHINE TINE TO WARM UP
ENOS=WHEN INSTRUCTION PANEL LIGHTS UP
CONDITIONS=3M AUTOMATIC CRY "209™ MOCEL

FF 207 TAL BRPAMOL BRPNMTOS 703 MACHINE TIMELELECTRQ=STAT CCPIER,EXPOSURE ANC
PRINT QUT TINME . -

STARTS=WHEN MACHINE CATCHES ORIGINAL ANC
STARTS=TO EXPCSE (LIGHT GOES QUT)

INCLUOES=EXPOSING ORIGINAL, EMITTING ORICINAL,
ANC EMITTING COPY

ENOS=WHEN COPY CLEARS MACHINE

CONOITIONS=APECO MODEL 171

FF 207 TAL BAPTMOLl BRPMTLIC 128 MACHINE TIMETHERMC=FAX
: STARTS=wHEN MACHINE CATCHES ANC STARTS TO PULL

PAPERS, (LIGHT COMES CN)

INCLUDES=MACHINE TINE TO EXPOSE ANC PRINT OUT
(TIME. LIGHT REMAINS ON)

ENDS=WHEN COPY AND ORIGINAL ARE EMITTEC FROM
THE MACHINE (LIGHY GOES OFF)

CONOITIONS=3M THERNO=FAX “SECRETARY"

FF 207" TaL BRPVYMOL1 BRPPHTLL 368 MACHINE TIME,VERIFAX COPIER,EXPOSURE TIME
: STARTS=wHEMN EXFOSURE BUTTCN HAS BEEN PRESSEL
INCLUDES=TIME EXPOSURE LIGHT IS CN
ENDS=WHEN EXPOSURE LIGHT GOES OFF
CONDITIONS=VERIFAX VISCOUNT COPIER (MCCEL 3)

FF 207 TAL BRPVYMO2 BRPMTI12 ©12 MACHINE TIME,VERIFAX CCPIER,ACTIVATE TIME
STARTS=WHEN ACTIVATE BUTTON HAS BEEN PRESSEC
INCLUDES=TIME ACTIVATE LIGHT IS ON
ENDS~WHEN ACTIVATE LIGHT GOES OFF
CONDITICNS=VERIFAX VISCOUNT COPIER (POCEL 3)

FF 207 TAL BRPZMOL BRPNMT13 727 MACHINE TIME,WARM=UP, XEROX COPIER
STARTS=WHEN "CA"E@UTTCN IS PRESSED
INCLUDES=TIME RECUIRED FGCR MACHINE TC wARM LP
TO START REPRODUCING COPIES
ENCS=WHEN MACFINE STARTS EXPOSURE
CONDITICNS=XERCX Sl14& CCTPIER

FF 207 TAL BRPINMO2 BRPMTL4 223 MACHINE TIME,EXPCSURE,XEROX COPIER

STARTS=AFTER"PRINT"BUTTON HAS BEEN PUSHEC AND
WHEN EXPOSURE LIGHT CDMES ON

INCLUDES=EXPOSLRE LIGHT MOVING DCWN EXPCSING
ORIGINAL,ANC RETURN OF LIGHT TO STARTING
PASITICA

ENDS=WHEN EXPOSURE LIGHT HAS RETURNECL TO THE
STARYING PCSITION,REACY FOR THE NEXT EXPCSURE

CONDITIONS=XERCX 914 CCPIER

11



DATA OCCUPe
SOURCE ATION

FF. 207
FF 207
FF 207
FF 207
FF.' ZO{
FF 207
FF 207

DEFENSE WORK

QUALITY SOURCE

TAL

TAL

TAL

TAL

" TAL

TAL

TAL

CODE

BRPZMO3

BRPIMGS

MRPPSQ2

MRPACO1

MRPPCOL

MRPPCO2

MRPPCO3

OwMSTCP
ELEMENT

BRPMTLS

BRPMTLG

MRPSACL

MRPSCO1

MRPSCC2

MRPSCO3

MRPSCO4

TeU
VALUE

692

32

1079

735

33¢

74

456

MEASUREMENT STANOARD TIME ODATA ELEMENTS

OPERATICN/ELEMENT OESCRIPTION

MACHINE TIME,PRINT QUT,XEROX COPIER -

STARTS=wHEN ORIGINAL HAS BEEN EXPOSEC ANC € Xe
POSURE LIGHT HAS RETURNED TO STARTING POSITICN

INCLUDES=MACHINE TIME FOR COPY TO CE PRINTEC
our

ENOS=WHEN COPY CLEAMRS MACHINE ANO IS CROPPEC
INVO THE RECEIVING TRAY

CONOITIONS=XERGCX 914 CCPIER

MACHINE TIME,PRINT CUT.XERCOX COPIER.AOCITIONAL
PRINT QUT TIPE FCR 14 INCH COPIES
STARTS=WHILE MACHINE IS PRINTING OUT COPY
INCLUDES=THE ACOITIONAL TIME REQUIREC TQO PRINT
OUT A 14 INCH COPY RATEER THAN AN 11 INCF COPFY
ENDS=WHEN COPY CLEARS MACHINE ANC 1S OROPPEL
CONDITICNS=XERQGX 914 CCPIER

SWITCH,ACTUATE,STARY AND STOP, PHOTO=COPIER
COLD MACKHINE
STARYS=w[TH REACHF TO ON=CFF BUTTCN
INCLUDES=TURNING MACHINE ONyWARM UP TIME,ANC
TURNING MACHINE OFF
ENOS=wITH GFF=8UTTON PRESSED

SHEET.COPY+SINGLE,ORIGINAL=ONE COPY=4PECO
MODEL 171
STARTS=u [T+ ORIGINAL AN COPY PAPER IN KHAND
INCLUDES=FEEDING CRIGINAL AND COPY [NTO MACK=
INE, MACHINE TIME AND GETTING COPY ANC
QRIGINAL FRCM MACFINE
ENDS=WITH ORIGINAL AND COPY IN HANC AS CCPY
CLEARS THE PFACHINE
CONOUTICNS=CRIGINSL ANC COPY MUST BE PREALICN=
ED,TOP EDGES SEPARATED SL IGHTLY,.PRICR TO
FEEDING INVC MACHINE

SHEET.COPY,SINGLE,ORIGINAL ON 3M AUTOMATIC ORY
PHOTO-COPIER,MODEL 209~SINGLE COPY ONLY
STARTS=u]ITH MACHINE wARM AND ORIGINAL IN MAND
INCLUDES=PLACING ORIGINAL IN FEEC TRAY,SETTING
CCUNTER OUAL,PRESSING BUTTON,GETTING ORIGINAL
ANO COPY FRCM TRAY
ENOS=WITH CRIGINAL ANC CCPY REMOVEC FRCM EXIT
TRAYS AND IN FANDS

SHEET,COPY,SINGLE,ORIGINAL ,ON 3M AUTOMATIC DRY
PHOTO=COPIER MODEL 209=MULTIPLE COPIES
STARTS=w]ITH MACHINE WARM AND ORIGINAL IN HAND
INCLUDES=PLACING CRIGINAL [N FEEC TRAY,SETTING
COUNTER OJAL,PRESSING BUTTON,GETTING GCRIGINAL
ANC CCOPY FRCM TRAY
ENOS=wITH CRIGINAL ANO CCPY REMOVEC FRCM EXIT
TRAYS AANC [N KHANCS
SHEET,COPY+SINGLE,BOUND CRIGINAL,PHOTO=CCP(ER
34 MCDEL 209 ORY CCPILER
STARTS*wITH BCCK MELC IN HAND,OPENEC TC PROPER
PAGE,REACH TORARD BCOK COPY BUTTOM
INCLUCES=GET ANC PRESS BUTTON,RAISINC ANC
CLOSING LIG,INSERTING AND REMCVING PAGE AND
REMCVE COPY FRCM TRAY
ENOS=WITH COPY IN HAND,REMOVED FROM EXIT TRAY
CONOITIONS=APPLIES TC BOUNC PAGE ONLY.BRPMT(CL
MUST BE USED WITH THIS ELEMENT TO ALLOW FOR
EXPCSURE TIME.MULTIPLY DIiAL SETTING BY TIME
FCR 8RPMTO1

12



DEFENSE WORK MEASUREMENT STANOARD TINME DATA ELEMENTS

OCCUP= QUALITY SOURCE DuUNSTO?P ™™y OPERATION/ELEMENT DESCRIPTION

SOURCE ATION

COOE ELEMENT VALUE

MRPTCOL MRPSCCS 153  SHEET,COPY,SINGLE,FROM ORTGINAL,3M THERNG=FAX
, SECRETARY MODEL
STARTS=uITH ORIGINAL AND COPY PAPER, ANC BACK=
UP PAPER WHERE REQUIRED.ALIGNED IN HANODS
INCLUDES=MOVING PAPERS INTO MACHINE, MACHINE
PROCESS TIME,ANC GETTING THE ORIGINAL ANC COPY
FROM MACHINE
ENOS=MITH CRIGINAL ANC COPY IN HANO AS TREY
ARE EMITTED
CONDITIONS=8X10 1/2 INCH COPIES. MACHINE TINE
BEGINS AS PAPER STARTS BEING PULLED INTO THE
MACHINE ANG ENDS WHEN COPY CLEARS MACHINE FEED

MRPVCOL MRPSCCOH T 1314 SHEETe COPY,SINGLE/FIRST COPY,VERIFAX MOCEL 3
’ STARTS=uITH ORIGINAL IN HANO.REACH FGR COVER
LATCH

INCLUDES=CPENING COVER,EXPOSING MAT,CEVELOP ING
MAT AND MAKING ONE COPY FROM MAY

ENDS=WITH MAT IN HANC ANC COPY PLACEL ASIDE

CONDITIONS=VERIFAX MODEL 3

MRPYCO02 MRPSCO7 268 SHEET,COPY AODITIONAL, FROM SINGLE SHEET
ORIGINAL,VERIFAX MOCEL 3

STARTS=MCLCING EXPOSED MAT,REACH FOR CLOSED
CLAMP wITH QVTHER HAND

INCLUDES=PUTTING NAT IN SOLUTION,GETTING COPY
PAPER ,MAKING COPY,SEPARATING COPY AND MAT,
PLACE ASIDE

ENOS=WITH FAT IN HANC ANC COPY PLACEC ASIOE,IF
ADDITIONAL COPIES ARE REQUIREC.WITH COPY IN

. HANC ANC MAT OISCARDEOD,IF ADDITIOMNAL COPIES

ARE NCT RECUIRED

CONDITICNS=VERIFAX. MODEL3,ONLY TWO ACCITIONAL
COPIES PER MAT

MRPICOL MRPSCOB 1670 SHEET,COPY,SINGLE, =11 INCH SHEET,.XEROX 914
- COPIER

STARTS=wITH MACHINE CFF AND DOCUMENT IN FANC,
REACF FCR THE “ON® BUTTON

INCLUDES=TURNING ON MACHINE,PLACING ANC RE~
MOVING ORIGINAL FROM GLASS,EXPOSING AND PRINT=
ING CNE COPY AND REMOVING COPY

ENOS=WITH OCCUMENT ANC CCPY IN HANC AS CCPY
CLEARS THE RECEIVING TRAY

CONOITICNS=XERCX 914 CCPIER

MRPICD2 MRPSCCY 1702 SHEET,COPYSINGLE, =14 INCH SHEET,XEROX 914
COPILER

STARTS=WITH MACHINE CFF AND ODOCUMENT [N FHANC,
REACH FOR THE ®ON® BUTTON

INCLUDES=TURNIANG ON MACHINE,PLACING ANC REMCV=
ING ORIGINAL FROM GLASS,EXPOSING ANC PRINTING
ONE COPY ANC REMOVING COPY

ENOS=MITH COCUMENT AND COPY IN HANC A4S CGPY
CLEARS THE RECEIVING TRAY

CONDITIONS=XEROX 914 CCPIER

MRPZCO3 MRPSCIO 1029 SHEET,COPYoSINGLE,CRIGINAL,GNE SIDE, 11 INCH
COPY AND MACHINE WARM,XEROX 914 COPIER

STARTS=WITH CRIGINAL TN KANO ANO MACFHINE wARMe
RELOAC LIGHY ON,REACH TO COVER FANOLE

INCLUDES=QPENING COVER,PLACING ORIGINAL,SELECT
ING NUMBER OF COPIES,PUSHING PRINT BUTTOA,
MACHINE TIME AND GETTING ORIGINAL ANC COFY

ENOS=WITH OOCUMEAT AND COPY IN HANC AS COPY
CLEARS THE RECEIVING TRAY

CONOITIONS=XERCX 914 CCPIER

13



DEFENSE WORK MEASUREMENT STANOARD TIME OATA ELEMNENTS

DATA OCCUP= QUALITY SOURCE OwNsSTOP TRy OPERATICN/ELEMENT DESCRIPTION
SQURCE ATION CODE ELEMENT VALUE
FF 207 TAL MRPICO4 MRPSC11 1061 SHEET,COPY+SINGLE,ORIGINAL ,ONE SIDE,14 INCH

COPY AND MACHINE WARM, XEROX 914 CDPIER

“ STARTS=W[TF ORIGIMAL IN HAND ANO MACKFINE WARM
RELCAD LIGMT CN,REACH TO COVER HANCLE

INCLUDES=QPENING COVER.PLACING ORIGINAL,SELECT
ING NUNMBER CF COPIES, PUSHING PRINT BUTTOMN,
MACHINE TIME ANO GET CRIGINAL ANC COPY

ENOS=WITH COCUMENT AND COPY IN HANC AS COPY
CLEARS THE RECEIVING TRAY

CONDETIONS=XERQX 914 COPIER

FF 207 TAL MRPZCOS MRPSC1l2 1962 SHEET,COPY ,SINGLE,ORIGINAL,B0FM STDES, 11 INCH
FIRST COPY=COLD MACHINE, XEROX 914 COPILER
STARTSenITF MACHINE CFF ANO DOCUMENT Ik HANC,
. REACH FCR “CN™ BUTTCN
e . INCLUDES=TURNING CN MACHINE, PLACING ORIGINAL,

EXPGSING, TURNING QVER, REMOVING ORIGINAL ANT
GETTING COPIES

ENOS=NITH COCUPMENT AND COPIES IN HANC AS THEY
CLEAR THE TRaAY

CONDITICNS=XERCX 914 CCPIER

FF 207 TAL MRPICO6 MRPSC13 1994 SHEEV,COPY SINGLE.ORIGINAL ,80TH SICES, 14 INCF
FIRSTY COPY=COLD MACHINE, XEROX 914 CQPIER
STARTS=n T+ MACHINE CFF ANO OOCUPMENT IN HANC,
REACK FCR ®CN"™ BUTTON
INCLUDES=TURNING ON MACHINE,PLACING CRIGINAL,
EXPOSING,TURNING CVER.REMOVING ORIGINAL AND
GETTING COPIES
ENOS=WITH COCUMENT AND COPIES IN HANC AS THEY
¢ CLEAR ThE TRAY
CONDITICNS=XEROX 914 CCPIER

FF 207 TAL MRPICOT MRPSCL4& 1321 SHEET,COPY SINGLE,ORIGINAL ,80TH SICES, 11 INCH
SHEET, WARM MACHINE, XEROX 914 CCPIER
 STARTS=nITK ORIGINAL IN FAND,REACH TC COVER
-HANOLE
INCLUDES=PFAKING CCPY OF BOTH SIDES OF AN
ORIGINAL
ENCS=WITH CRIGINAL AND COPIES IN HANC AS
COPIES CLEAR THE RECEIVING TRaAY
CONDITIONS=XERCX 914 CCPIER

FF 207 TAL MRPZCO8 MRPSCLS 1353 SHEET,LOPY, SINGLE,ORICINAL,BOTH SIDES.14 INCH
SHEET, MARM MACHINE, XEROX 914 COPIER

STARTS=wITH QRIGINAL IN FANO, REACH TC CCVER
HANCLE

INCLUDES=MAKING COPY OF B0TH SIDES OF AN ORIGe

NAL

ENCS=WITr ORIGINAL ANO CCPIES IN HANC AS
COPIES CLEAR RECEIVING TRAY

CONOITICNS=XERCX 914 CCPIER

AF 208 PAL S4P1E2 MFRCIOQL 51 CECKoINSERTMICRCFILM CARTRIDGE INTO MICROFILY
READER
STARTS~MITH A MOQVE OF THE DECK TC THME READER .
INCLUDES=PCSITIONING AND INSERTING MICRCOFILM
CARTRICGE CECK [NTO THE REACER
ENCS=WITH RELEASE CF THE CECK
CONDITICNS=SEATEC AT REACER

AF 208 MAL S4P1E1 MFRCOO1 83 CECK,0BTAIN,MICROFILM CARTRIOGE FRCM STORAGE
FILE

STARTS=wITH REACKF TO THE STORAGE FILE

INCLUDES= ICENTIFYING AND OBTAINING THE CESIRED
MICROFILM CARTRIDGE DECK

ENOS=wITH CECK [N CTFER HAND

CONDITICNS=STORAGE FILE IN CLOSE PROXINMITY TO
SEATED CPERATOR

l4



CEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

OATA OCCUP= QUALITY SOURCE DWMSYOP ™y OPERATICN/ELEMENT OESCRIPTION

SOURCE ATION CCDE ELEMENT VALUE
AF 208 MAL S4P3ES MFRCRG1 34 CECK REMOVE,# ICRCFILM CARTRIDGE FRCM

"MICROFILM REACER
STARTS»WITh A REACH TO THE RELEASE LEVER
INCLUDES=CEPRESSING LEVER ANO REMOVIANG MICRC=
FILM CARTRIDGE DECK FROM THE REAMOER
ENOS=WITH DECK [N HANC
CONOITIONS=SEATEC AT READER

AF 208 MAL S4P3ES MFROSOL 40 OECK,STORE, PICROFILM CARTRIDGE IN FILE
STARTS~w[Th A MOVE OF THE OECK TO THE FILE
INCLUDES=POSITIONING AND INSERTING MICROFILYM
CARTRIDGE CECX INTO THE FILE
ENOS~wITH RELEASE OF THE DECK
CONOITICNS=STGRAGE FILE IN CLOSE PROXIMITY TO
SEATEC CPERATCR

AF ‘208 TaL S4P2E4 MFRMAOL 750 MICROFILM, ACVANCE, READER MACHINE, FILF TC
DESIRED FRAME, PRINT, ETC.

STARTS=n[TH A REACH TO ACVANCE XNQB

INCLUDES=TURNING KNOB, DEPRESSING THREACING
LEVER, CONTROL OF FILM AODVANCE TO APPROXIMATE
LOCATICN, REACH TC HAND CRANK TC ALIGN AND
FOCUS YO OESIRED FRAME, READING TC ASCERTAIN
DESIRED OATA

ENOS=wITH RELEASE OF HANC CRANK

AF 208 TAL S4P2E6 MFRPMROL 332 MICROF{LM,REWINC, READER MACHINE.FILV,TC STOP
POSITION, MACHINE TIME INCLUOED
STARTS=WITE A REACH TO REWINO KNOB
INCLUDES®TURNING KNCBe MACHINE TIME TO REWIND
MICROFILM TQ STQP POSITION
ENOCS=wlTH MACHINE STCPPEC AND FILM REWGUND IN
CARTRIDGE

AF 208 MAL S4P1E3 MFRSAOL 23 SWITCHsACTUATE  MICRCFILM READER
STARTSenITM A REACH TC THE REACER SWITCH
INCLUDES=TURN MACHINE CN OR OFF
ENOS=WITH RELEASE OF THE SWITCH

FF 209 MAL MIDDSO1l  MIDCSOl 26 ODCUMENT ,STAMP WITH. AUTCMATIC TIME STAMP
STARTSewIT+ MCVE CF COCUMENT TC STAMF
INCLUDES= INSERT CGCUMENT INTO STAMF ANC REMCVE
AFTER STAMPING
ENCSewITH STAMPEC DOCUMENT {N MANC
CONOITICAS=COCUMENT IN HANO

FF 209 MAL MICDS02 MIDCSCZ 31 DOCUMENT (STAMP,wiTH MANUAL TYPE STAMP
STARTSew [Tk MCVE CF CCCUMENT TG STAMF
INCLUDES= INSERT COCUMENT INTO STAMP,MANUALLY
ACTIVATE STAMP ANC REMOVE COCUMENT
ENDS=WiTH STAMPEC OCCUMENT IN FANC
CONDITICNS~00CUMENT [N HAND

FF 209 MaL MI0DS0O3 MIDCSO3 4«7 DOCUMENT . STAMP,,WITh RUBBER INK STAMP TC 4
CLOSE LOCATICN,FIRST DOCUMENT

STARTS=w[TH STANMP IN HANC IN CONTACT wITH IMNK
PAD,PRESS STAMP ON INK PAD,CTHER HAND IN
CONTACT WITH COCUMENT

INCLUDES~=INK STAMP,MCYE TO AND STAMP CLCUMENT

ENOS=STAMP (N HAND IN CONTACT wlTH CCCUMENT,
OTHER FANC IN CONTACT wITH COCUMENT

CONDITIONSeSTANP SIZES 1/4Xxil=l/4 INCH TC
2x3e1/4 INCH

15



DEFENSE WORK MEASUREMENT STANOARD TIME OATA ELEMENTS

OATA OCCUP= QUALITY SOURCE OwmusSTCP TaY OPERATIUN/ELEMENT DESCRIPTION -
SOQURCE ATION CCDE ELEMENT VALUE '

FF 209 MAL MIDDSO4 MIODSC4 62 DOCUMENT ,STAFP ,MITH RUBBER INK STAMP TC &
. CLOSE LOCATIONGEACH AODITIONAL UP TO FIVE
DOCUMENTS ANC ASIDE
STARTSowITH STAMP [N HANC CONTACTING CCCUMENT,
MOVE STAMP AWAY,OTHER HAND CONTACTING COCUMEANT
INCLUOES=MOVE ODOCUMENT ASIDE TQ AN APPROXIMATE
LOCATIGN ANC STAMP NEXT OOCUMENT
ENOS=WITH STAMP IN MHANC IN CONTACY WITM
DOCUMENT,OTHER MANC IN CONTACT wiTH OOCUPENT
CONOITICNS=STAMPP SIZE 1/4 X 1l=1/4 INCk TQ
2 X 3=1/4 INCH

FF 209 mAL MI00S05 MIDOSOS 35 COCUNENT o STANP,MITH RUBBER INK STAMP TC AN
APPROXIMATE LOCATICNGFIRST ODOCUMENT

STARTS=uITH STAMP IN MANC IN CONTACT wWITH INK
PAD,PRESS STAFP ON INK PAD,CTHER FaND [N
CONTACT wiTH COCUMENT

INCLUOES= INK STAMP,MOVE TQ AND STAMP COCUMENT

ENDS=STANP [N WANC IN CONTACT WITHM ODCCUMENT,
OTHER HANO IN CONTACY -WITH COCUMENT

CONDITIONS=STAMP SIZES 1/4 X 1=l/4 INCH TO
2 X 3=1/4 INCH

FF 209 MAL MIDDS06 MIDOSQE 55 DOCUMENT ,STAPP,MITH RUBBER INK STAMP TC AN
APPROXIMATE LOCATION,EACH ADDITIONAL uUP TO
FIVE OOCUMENTS 4AAND ASICE
STARTS=wITh STAMP IN HANC CONTACTING COCUMENT,
MOVE STAMP AwAY, CTHER WAND CCNTACTING OCC~
UMENT
INCLUDES=NCVE COCUMENT ASTIDE TC AN APPROXIMATE
¢ LOCATION ANO STAMP NEXT DOCUMENT
ENOS=wiTH STAMP IN HANC IN CONTACT WITH
DOCUMENT OTHER HANC IN CONTACT WITHM COCUPENT
CONODITIONS=STAMP SIZE 1/4 X 1=1/4 INCH TO
2 X J=1/4 INCH

FF 209 L 1" MIODSOT MIDCSO7 27 OOCUMENT,STAPP,WITH A PLUNGER TYPE NUMBERING
INK STAMP TC A CLOSE LCCATION,FIRST COCUMENT
STARTS=wITH STAMP IN HANC CONTACTING COCUMEAT,
OTHER HANOC IN CONTACT WITH COCUMENT
INCLUDES=MCVE STAMP,POSITION,STAMP CCCUMENT
ANC MOVE PLUNGER HANOLE UPWARC
ENOS=wITh STANP IN HANC IN CONTACT wITH
DOCUMENT,OTHER HANO IN CONTACT wiTH DOCUMENT

FF 209 LT 1% Mi1D0S0O8 MIDCSCE 78 OOCUMENT 4STAMP,WITH A PLUNGER TYPE NUMEBERING
INK STAMP TO A CLOSE LCCATION, ADDITIONAL
CCCUMENTS ANC ASIDE
STARTS=u[Th STAMP IN HANC CONTACTING COCUMENT,
MOVE STAMP AMAY,OTHER HAND CONTACTING DOCUMEAT
INCLUDES=MCVE COCUMENT ASIOE TO AN APPROXIMATE
LOCATION ANC STAMP NEXT DOCUMENT
ENDSeWITH STAMP IN HANC IN CONTACT WITH
DOCUMENT ,OTHER HANO IN CONTACT wITM CCCUNENT

FF 209 MAL nIDDS09 MIODSCY 21 DOCUMENT ,STAPP, WITH A PLUAGER TYPE NUKCERING
INK STAMP TC AN APPROXIMATE LOCATION, FIRST
OCCUNMENT
STARTS«NITH STAMP IN HANC CONTACTING CCCUMENT,
OTHER MANO IN CONTACT WITH COCUMENT
INCLUDES=STAMP CCCUMENT AND MOVE PLUNGER
HANCLE UPWARD
- ENOSeWITH STAMP IN HANC IN CONTACT WITH
DOCUMENT ,CTHER HAND IN CONTACT WIYk COCUMENT
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DATA OCCUP= QUALITY SOURCE

SOURCE ATION

FF

£F

FF

FE

FF

£F

FF

209

209

209

209

208

209

209

OEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

CODE ELEMENT

MAL MIDDS1G MIDOS1C

MAL  MIDLAOL M{DLAOCL

FAL MIOLAO2 MIDLAG2

.

MAL MIOLAO3 MIDLAO2

MAL MIDLAO4 MIDLACA

MAL MICLCOLl MICLCOL

MAL  MIDLMOL MIDLPOL

OwMSTOP

™Y
VALUE

1]

226

le&

204

51

OPERATICN/ELEMENT DESCRIPTION

DOCUMENT»STAMP,WITH A PLUNGER TYPE- NUMBERING
INK STAMP TO AN APPROXIMATE LOCATVION,ACCe
ITIONAL DOCUMENT ANC ASIDE
STARTS*WIThH STAMP IN HANC CONTACTING COCUMENT,
MOVE STAMP AWAY,O0THER HAND CONTACTING DOCUMENT
INCLUDES=MOVE COCUMENT ASIDE TO AN APPROXIMATE
LOCATION ANC STAMP NEXV OOCUMENT
ENOS=WITH STAMP IN HANC IN CONTACT wiITH
DOCUMENT ,OTHER MAND IN CONTACT WITH COCUMENT

LABEL,ATTACK,GUMMEC FOLD TYPE TO FOLCER QR
CARD STOCK
STARTS=wITH LARBEL IN MANCS, GUMMED SICE COWN,
MOVE LABEL TO MOISTENER
INCLUDES=MOISTEN LABEL, FOLD AND ATTACH TO
FCLDER OR CARC STOCK
ENDS=WITH FOLDER [N RAND
CONOITIONS=LABEL SIZES 1=1/8 X 3=1/4 INCH TQ
1=1/8 X 3+3/64 INCH=APPLIED YO ECGE, USINC A
SPONGE CR RCLLER TYPE MOISTENER

LABEL,ATTACKH,GUMNEC FLAT TYPE TO FCLGER,CARD
STOCK OR PACKAGE
STARTS=LABEL IN FANOS,GUMMED SIDE COWA, MOVE
LABEL TO MOISTENER
INCLUDES=MOISTEN LABEL AND ATTACH TO FCLCER,
CARD STCCK CR PACKAGE
ENOS=HANDS IN CONTACT wWiTH SURFACE
CONDITIONS=LABEL SIZES l=1/4 X le3/4 INCF TC
4 X 5=1/2 INCh=APPLIEC TD FLAT SURFACE, USING
A SPCAGE OR ROLLER TYPE MOISTENER

LABEL,ATTACH,FLAT PRESSURE SENSITIVE TYPE TO
FCLDER,CARC STOCK OR PACKAGE
STARTS=WITH SHEET OF LABELS IN HANO, MOVE TO
.. LABEL wITH OTHER HAND
INCLUOES=REMOVE LABEL FROM BACKING ANC ATTACH
TO SURFACE - .
ENOS=W{TF FANO IN CONTACT wITH SURFACE
CONDITICNS=PRESSURE SENSITIVE FILE FCLDER QR
AODRESS LARELS 3=1/72 X1/2 INCF TO 3el/2 2
1e1/2 INCH,wITH PROTECTIVE SACKING

LABEL+ATTACH,O0YMC TAPE WRITER,TO SURFACE AT AN
APPROXIMATE LOCATION
STARTS=wITH LAREL IN HANC,MOVE TC LAPEL wITH
OTHER HAND
INCLUDES=REMOVE PROTECTIVE BACKING FRQM TAPE
AND ATTACH TC SURFACE
ENDS=HAND IN CONTACT WITH SURFACE
CCANDITIOANS=LABELS UP TC 3 INCHES IN LENGTH

LABEL,CUT,TO LENGTH,0YMO TAPE WRITER
STARTSewITH TAPE WRITER IN RIGHT HANC,REACH
TO TAPE ROLLER KNOB
INCLUDES~RCLL TAPE PAST CUTTING BAR, ENGAGE
TAPE LOCK AND CUT OFF LABEL
ENOS=LABEL IN LEFY HANC,TAPE WRITER IN RIGHT
HANC

LABEL,PREPARE,PER. CHARACTER OYMO TAPE WRITER

STARTS«w]TH TAPE WRITER IN MANC REACH TC
PRINTING WHEEL

INCLUDES=TURN PRINTING WHEEL TO CESIREC
CHARACTER #NO ACTUATE TAPE WRITER rANCLE

ENOS<TAPE WRITER IN FAND

CONDITICAS=APPLICARBLE FOR EITHER NAMES,STOCK
NUMBERS,CLOCK NUMBFRS, OR BADGE NUMBERS
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE  OWMSTOP  THU
SOURCE ATION CCDE ELEMENT  VALUE
FF 205  MAL  MIOLSOl MIDLSO1 21
FF 209 MAL  MICPOOL MIDPOOL 52
FF 209 MAL  MIDTAOL MIDTAOL 68
£F 209 AL  MIDTAO2 MIDTAO2 76
£F 209 MAL  MICTAO3 MIDTAO3 156
£F 209 MAL  BOGMCXX BOGCMXX VARIABLE
53
100
25
l4
FF 209 MAL  BOGTCXX BOGCTXX VARIABLE
68
125
FF 209 TAL  BOGMAOL BOGNAOL 28

OPERATION/ELEMENT OESCRIPTION

LABEL,SPACING,BETWEEN WORDS OR CMARACTERS,CYNMC
TAPE LABEL WRITER )
STARTSewITH WRITER IN HANC,REACH TC TAPE
ROLLER khOE
INCLUDES=APPLY PRESSURE TO KNOB ANC ROTATE
ENOS=WITH TAPE WRITER IN HAND

PAD,OPEN/CLOSE, INK
STARTS=8CTH HANDS IN CCNTACT MITH INK PAO LI1D,
LIFT EDGE OF PAO
INCLUDES=QPEN ANC CLOSE LID
ENDS=MANO IN CCNTACT wWiTH LID
CONDITIONS=FRICTION TYPE LID

TAB,ATTACH,METAL SIGNAL,TO CARD STOCK
STARTS=Ww]ITH A REACH TO TAB ANO CARC STOCK
INCLUDES=MOVE TAR ANC CARD STOCK TO CENTER CF

DESK ANC ATTACH TAS TO CARD STOCK
ENOS=WITH CARD STOCK I[N HAND
CONDITICNS=CARC STCCK CN OESK TOP, 3=S INCH

REACH

TABJATTACH METAL SIGNAL,TO FOLDER QR DIVICER
STARTS=wITH ORAWER OPEN,REACH TO TAQ,FCLCER IN
OTHER HAND
INCLUOES=NCVE TAE TO FCLCER ANC ATTACK
ENOS=FULOER IN HANO
CONOITIONS=FOLCER/CIVIDER UPRIGHY IN FILE,LS
TO 20 INCH REACH AREA

TABLATTACH,EITHER FOLDED(UP TO 2 INCHES LOANG)
OR RCUND PROJECTION TYPE GUMMED INCEX, YO CARD
STOCK OR SMEET

STARTS=wiTF TAE IN HANC,CARD STOCK/SHEET ON

DESK IN NORMAL WORK AREA,REACH TO OTHER END CF

TAB CR MOVE TAB8 TC POISTENER .
INCLUDES=POISTEN TAB ANO ATTACKF TO CARC STOCK
OR. SHEET
ENOS=WITH ATTACHEC TAB IN HAND
CONDITIONS=TWO OIFFERENT TYPE TAR ATTACHMENTS
ARE COMQINEC FOR USE OF EITHEN

CHAIR,MOVE ,WITH CASTERS MHILE SITTING
STARYS=w[TH OPERATOR IN SITTING POSITICN
INCLUDES=PULLING OR PUSHING CHAIR

FROM OR TO wWORK PCSITION
ENDS=MITH CHAIR MOVEC ANC OPERATOR STILL
SEATED IN CHAIR
CONOITICONS=QPERATGR FACING DESK
CASE Ol CHAIR FROF WORK POSITION=1 FT,.
02 CHAIR TO wWORK POSITION=1 FT,
03 MOVE CHAIR (FIRST FOOT ONLY)
04 MOVE CHAIR (EACH ADCITIONAL FOQT)

CHAIR,TURK,SKIVEL CFAIR
STARTS=a [T+ BOTH FEET CN FLOOR
INCLUDES=MCTICAS TO START & TURN CHAIR
ENOS=WHEN BOTH FEET CN FLOOR AT NORMAL wORKING
ATTITUDE
CONDITICNS=PERSON SITYING IN CHAIR € TURNS SO
OR 180 CEGREES
CASE 01 TURN SWIVEL CHAIR 90 CEGREES
02 TURN SWIVEL CHAIR 180 DEGREES

MANUAL ADOITION,PER DIGIT,AFTER FIGURES kAVE
BEEN TRANSCRIBEC FCR CCMPUTATION
STARTS=WITH READ NDIGIT
INCLUDES=TIME ANC MOTICNS TG REAC,MENTALLY ADO
FIGURES AND WRITE ANSWER
ENCS=WITH ANSWER RECCRCEC
CONDITICNS*APPLICATICN RULE,COUNT THE TCTAL

NUMBER OF OIGITS IN THE PROBLEM EXCLUCING THE

ANSMER € MULTIPLY BY THE TMU VALUE
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DATA

OCCUP= QUALITY SOURCE DUNSTOP ™y

SOURCE ATICN CODE ELEMENT VALUE

FF

FF

FF

FF

FF

£F

209 TAL BOGMMXX BOGMMXX VARIABLE

078
115
. 175
215
268
290
545
675
882
707
1027
1225

-
209 TAL BCAHSOL BOGMSO1 24

209 TAL 80GCTXX BOGTCXX VARIABLE

845

411
©651

209 MAL BOGDOOL B0GTOOL 34

2C9 TAL BOGTIXX BOGTIXX VARIABLE

18
87

20§ TAL 80GTLOL 80GTLOIL 39

CEFENSE WORK NEASUREMENT STANDARD TIME OATA ELEMENTS

OPERATICN/ELEMENT DESCRIPTION

MANUAL MULTIPLICATION
STARTS=wITH WRITING INSTRUMENT HELD IN WHANO
WITHIN FRACTIONAL MCVE OF WRITING SURFACE
INCLUDES=MENTAL TIME TC MULTIPLY & MCTIONS TO
MRITE FIGURES I[N ANSHWER
ENOS=WITH WRITING INSTRUMENT IN HAND & IN

CONTACT
PROBLEM
CASE C1
02
03
04
05
06
07
1]
09
1¢
1
12

WITH WRITING SURFACE AT CCMPLETICN OF

MULTIPLY ONE DIGIT 8Y ONE DIGIT
MULTIPLY TWO DIGIT BY ONE DIGIT
MULTIPLY THREE OIGIT BY ONE OIGIT
MULTIPLY FOUR OIGIT BY ONE OICGIT
MULTIPLY FIVE OIGIT 8Y CNE DIGIT
MULTIPLY TwO CIGITV 8Y TwOo CIGIT
MULTIPLY THREE OIGIT 8Y Twa CIGIT
MULTIPLY FOUR OIGIT BY TwO CICGIT
MULTIPLY FIVE OIGIT BY TWG CICIY
MULTIPLY THREE OIGIT BY THREE
MULTIPLY FOUR DOIGIT BY THREE
MULTIPLY FIVE DIGIT 8Y THREE

MANUAL SUBTRACTICN.PER DIGIT,AFTER FIGURES
HAVE BEEN TRANSCRIBED FOR COMPUTATION
STARTSewlTF REAC CIGIT
INCLUDES=TIME & MOTICONS TO REAC,MENTALLY
SUBTRACT FIGURES & WRITE ANSWER
ENDS=WITH ANSWER RECORCED .
CONOITICNS=APPLICATION RULE,COUNT THE TOTAL
NUMBER OF OIGITS IN THE PROBLEM EXCLUCING THE
ANSWER & MULTIPLY BY THE TMU VALUE

TELEPHONE ,CCNVERSATION, T IME
STARTS=wHEN TALKING BEGINS.
INCLUODES=CONVERSATION TINE ONLY.
ENDS=WHEN TALKING ENOCS. '
CONDITICNS=TINE VALUES WERE DEVELOPEC IN
ALL TYPES OF ORGANIZATIONS

CASE 01

02
03

TAKE MESSAGE FOR PERSGN OUT OF
OFFICE

RELAY CALL TO PERSON IN OFFICE,
CONCUCT ROUTINE BUSINESS.

TELEPHONE ,OIAL,GNE OIGIT
STARTS=wiTH PCSITION FINGER TO OIAL FOLE
INCLUDES=MCTICGNS TO OIAL CNE DIGIY
ENCS=AT ENO OF DIAL RETURN
CONDITICNS=REACH TO CIAL FIRST OIGIT IS

LIMITED

OUT BY LISTENING TINME

TELEPHONE , IDENTIFICATICN

STARTS=THE

OPERATOR/ INCIVIDUAL ON THE LINE AND

BEGINNING TC SPEAK THE FIRST SYLLABLE OF T (E
FIRST wCRO
INCLUDES=PRONCUNCING THE WORD=QPERATCR
OR THE ORGANIZATICN TITLE, THE
INOIVICUALS NAME ANC THE WORD=SPEAKING
ENDS=wITH THE WORCS PRONCUNCED

CASE 01
c2

IDENTIFICATION BY OPERATOR
IOENTIFICATION 8Y INOIVICUAL
ANSWERING CALL

TELEFHONE,L ISTEN,FOR BUSY SIGNAL,DIAL TCAE.OR
PARTY ALREAQY OM LINE
STARTS=wW]TH RECEIVER IN PCSITICN AT EAR AND
SIGNAL STARTING TC [MPINGE ON EARCRUM
INCLUDES=LISTENING TC IDENTIFY SIGNAL
ENOS WITH RECEIVER [N POSITION AT EAR ANC wiTH
SIGNAL RECCGNIZED
CONOITIONS=THE SAME RECOGNITION TINME IS
ALLCWEC FCR A BUSY SIGMAL, A OIAL TCNE OR FOR
PARTY ON LINE
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE CHNSTCP Ty OPERATICN/ELEMENT OESCRIPTION
SOURCE ATION CODE ELEMENT VALUE
FF 209 TAL BOGTLO2 BOGTLOZ 209 TELEPHONELISTEN,FOR PARTY TO ANSWER RING

STARTS=WHEN DIAL HAS RETURNED TO STOP AFTER
OIALING LAST CHARACTER

INCLUDES=ELAPSEC TIME FOR PARTY TO ANSKER
RINGING TELEPHONE

ENDS=WHEN SOUNC CF VCICE IS HEARC FRCM PARTY
ANSWERING TELEPHONE

FF 209 MAL MOGARXX MOGARXX VARIABLE ARTICLE,REFCVE,FROM A CESK CRAWER
STARTS~WITF OPENING CESK CRAWER
INCLUDES=REMOVING A STAPLER,STAPLE RENMQVER,
RULER,SCOTCH TAPEPENCIL,PEN, ERASER,RUBBER
BANO,PAPER CLIPL,ETC.,FROM A SICE CR THE CENTER
DRAWER ’
ENOS~n{TH DESK ORAWER CLCSED
132 CASE Ol SICE DCESK ORAWER
207 02 CENTER DESK DRAKWER

AF 209 MAA AALL MQGeaol T4 B800KCASE,ACCESS,CPEN OR CLCSE GLASS COCR
STARTS=REACH TC GLASS COOR
~ INCLUDES=GETTIKG XNOB ANC MOVING DQOR
UP/DCMN.SLICING OCOR INTO/0UT GF CABINEY
ENDS=KNOB RELEASED
CONDITIONS=APPLIES TO PULL~QUT/LET=0ChA CR
RAISE=UP/PUSH BACK. OPERATOR AT BOOKCASE

FF 209 MAL MOGCCOLl MOGCCO1 66 CABINET,CLOSE,2 ODOR STORAGE,WITh BOTH FANCS
EMPTY.OR WITK CNE FANC HOLCING URJECT WEIGHING
LESS THAN 2.5 LBS.
STARTS=wITH HMANOS IN FRONT OF B80QCY ANC B8COY
FACING CABINET
INCLUDES=CLOSING AND LATCHING COCRS
ENCS=w 1T+ COORS CLOSEC ANO HANCLE RELEASED
CONOITIONS=APPLIES TO 2 CODR QFFICE SUPPLY
CABINET WITH LATCHING CONTRCLLEL €Y TURNING
ONE FANCLE

FF 209 MAL MOGCOO1 MOGCOO1 49 CABINET,OPEN,2  OOOR STORAGE,.WITH BOQTH hANCS
’ EMPTY,OR wITH ONE HANO HOLCING OBJECT WEIGHING
. LESS THAN 2.5 LBS.
STARTS=w]ITH REACH BY HANCS FRGM PCSITION IN
FRONT OF CABINET
INCLUDES=UNLATCHING ANC GPENING COORS
DELETE 8AD ENTRY
ENDS=WITH COORS QPENEC AND RELEASED
CONDITICAS=APPLIES TC 2 COOR OFFICE SUPPLY
CABINET WiTH UNLATCHING CONTROLLEC 8y TURNING
ONE HANCLE

FF 209 raL MOGDCXX MOGCCXX VARIABLE ORAWER, CLCSE,DESK, ALL SICES & CENTER
STARTS=wITH HAND CN FANCLE QR CRAWER
INCLUDES=~CLOSING OF ORAWER. CASE Ol INCLUDES
NECESSARY MGVEMENT CF CHAIR
ENOS=wITr CRAWER CLOSED £ HANDLE RELEASEC
., CONDITICAS=00ES NCOT INCLUDE REACH TO CRAWER

HANCLE
67 CASE O1 CENTER DESK CRANWER
25 C2 EACK SIDE DESK ORAWER
FF 208 MAL MCGDOXX MOGODOXX V‘RIABLE DRAWER, CPEN,DESK, ALL SIDES ANC CENTER

STARTS=REACH TC DRAWER FROM SITTING PCSITIOAN
WITH HANDS IN WCRK PLACE ON DESK TCP
- INCLUDES=GETTING HANOLE OF SIOE CRAwWER OR
BGTTCM EDGE OF CENTER CRAMER BANC SLIDING
ORAMER CPEN. CASE 01 INCLUDES NECESSARY
MOVEMENT OF CHAIR
ENOS=WITH CRAWER OPEN ANC RELEASED
CONDITIGNS=00ES NQOT INCLUDE MQTICNS TO
REMCVE OR PLACE OBJECTS IN CRAWER
80 CASE 01 CENTER DESK DRAMWER
Si 02 EACr SICE DESK DRAWER
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DEFENSE WORK MEASURENMENT STANOARD TIME OATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OwnsSTOP ™™y OPERATICN/ELEMENT OESCRIPTION b

SOURCE ATION

CQO0E ELEMENT VALUE

MaAL MCADCXX MOGNCXX VARIABLE NUMBER/0IGIT,COPY,NANUALLY

STARTS=WITH LOOK TO NUMERAL AT SOURCE OOCUMENT
ANO WRITING INSTRUMENT HELD IN HANO WITHIN
FRACTIONAL MOVE OF WRITING SURFACE.

INCLUDES=READ AND TRANSCRIBE NUMERALS (UP THRU
10).

ENOS=WITh WRITING INSTRUMENT IK WANC ANO IN
CONTACT WITE WRITING SURFACE AT THE CONPLETICN
OF LAST 0IGIT.

CONOITIONS=OESCRIPTIONS AND TMU VALUES ARE
VARIABLE TO CASE.

54 CASE 01 FIRST CIGIT OF A NUMBER
23 02 EACH ADOITICNAL OIGIT OF A NUMBER
UP THROUGH 5 DIGITS
211 03 FIRST 6 DIGITS OF A NUMBER
25 04 EACH AOOITIONAL OIGIT OF & NUMBER

CONTAINING 7 THROUGH 10 DIGITS

LI18 MOGTCXX MOGTCXX. VARIABLE TELEPHONE CALL
STARTS=HITH HANOS REACHING FOR TELEPHONE FRCM
WORKPLACE
. ’ INCLUDES=GET PHONE,LISTEN FOR CIAL TCAME.CIAL
DIGITUIS),WAIT WHILE RINGING ANO IDENTIFICATICN
OCCUR,HANG UP AND RETURN HANO
ENOS=WITH MANC AT REST IN WORKPLACE
CONDITIONS=0D0ES NOT INCLUDE CONVERSATION TIrE
WITr PERSON ANSWERING CALL.APPLIES TO STANDARD
DIAL TELEPHMCNE ON DESK TOP. DCES INCLUDE CONe
STAAT TIME FOR TELEFHONE CALL (SOURCE COCE
MOG=¥C=01) FOR ALL CASES

. 469 CASE Ol CALL ONE CIGIT NUMBER

503 92 CALL TWO CIGIT NUMSER

537 03 CALL THREE DIGIT NUMBER

571 C4 CALL FOUR DIGIT NUMBER

605 05 CALL FIVE DIGIT NUMBER

678 06 CALL SIX DIGIT NUMBER

72 07 CALL SEVEN CIGIT NUMBER

741 08 CALL SEVEN DIGIT TIE LINE NUMBER .
WITH ONE DIGIT TANDEM CODE

785 09 CALL EIGHT CIGIT TIE LINE NUNBER
WITK ONE OR Tw0 DIGIT TANCEP COOE

819 10 CALL NINE DIGIT TIE LINE AUMBER
WITH ThO GCR THREE OIGIT TANCEM
COCE

853 11 CALL TEN CIGIV TIE LINE NUMBER
wITH THREE DIGIT TANDEM CODE

746 12 CALL CCMMERCIAL NUMBER

400 13 CALL OPERATOR

MAL TCAMMXX TOGMMXX TABLE  MANUAL MULTIPLICATION,FIRST AND AOCITICNAL
DIGITS

STARTSewiTH LCCK VO COCUMENT AND WRITING
INSTRUMENT IN HANC CLOSE TO WRITING SURFACE
INCLUDES=LCOK AT SQURCE COCUMENT ,REAC
NUMERALS, TRANSCRIBE MULTIPLICANC ANC
MULTIPLIER, UNKDERLINE PROBLEM MENTALLY
MULTIPLY ANO RECORD ANSWER
ENOS=WITH WRITING INSTRUMENT IN HAND AND IN
CONTACT WITE WRITING SURFACE
NUMBER OF DIGITS IN MULTIPLICANC

1 2 3 4 5
NUMEER OF
DIGITS 1IN
MULTIPLIER A e C [ 3
1 A 178 244 342 385 41S
2 8 526 640 760 948
3 c 845 1€9% 126$
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OATA

SQURCE ATION

FF

£F

FF

FF

FF

FF

FF

EF

DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

OCCUPe QUALITY SQURCE

209

209

209

209

209

209

209

MAL

MAL

MAL

MAL

eAL

MAL

MAL

MAL

CCDE

MPFBCOL

MPFBCO2

MPFBCO3

MPFBCO4

MPFBCOS

MPFBCO&

MPFBBXX

MPFBOO1

OwMSTOP
ELEMENT

MPFBCOL

MPFBCO2

MPFECCI .

MPFBCC4

MPFBCOS

MPFRCOE

Wy
VALUE

30

143

159

118

MPFBIXX VARIABLE

MPFBCCI

37

60

26

OPERATICN/ELEMENT OESCRIPTION

BINODER,CLGSEs2=3 RING LOOSE LEAF TYPE
STARTS»WITH HANOS AT ELGES OF BINDER,REACH
TOWARC RINGI(S)
INCLUDES=GETTING RINGI(S) wITH THUMBI(S) ANO
FOREFINGER(S) ANO CLOSING THE RINGI(S)
ENOS=WITH RING(S) CLCSEO AND RELEASEC

BINOERCLOSE2TECHNICAL ORDER TYPE WITH RING
ANO CENTER POST LOCKING MECHANISM
STARTSewITH REACH TO TRANSFER 8AR £Y BGTH
HANOS
INCLUDES®ASSENFBLING THE TRANSFER BAR AND
BINCER COVER TO THE BINOER
ENDS=WITH COVER IN PLACE AND RING RELEASED

BINOER,CLCSEo% PGSY TYPELWITH SCREW ANL LEVER
LATCH MECHANISM .
STARTSeWITH REACKF TGO TRANSFER BAR BY BOTHM
HANOS
INCLUDES= INSTALLING TRANSFER BAR ANC COVER CN
BINDER,ACTUATING THE LATCHING MECFANISM
ENOS=WITH SCREWS TIGHTENED AND RELEASEC

BINOER, CLGSE,2 POST LEOCER TYPE WMITH KEY
LOCKING MECHANISH
STARTSoWITH KEY IN HANC AND WITH MOVE OF KEY
TOWARD HOLE IN BINOER
INCLUDES=PLACING COVER ON BINOER,TIGHTENING
THE LOCKING MECHANTISM AND REMOVING KEY FROM
BINDER
ENOS=WITH KEY OISENGAGED FROM RINDER AND HELD
IN HAND

BINOER,CLCSE,2 POST LECGER TYPE WITH THUMB
ACTUATED LATCH EAR MECHANISH
STARTSeWITH REACH TO LATCH ANC TCP ECGE CF
. BINCER .
INCLUDES=PLACING THE. CCVER ON THE EINCER PQSTS
AND ACTUATING THE LATCFING MECHANISHM
ENOS=WITH COVER IN PLACE, LATCh BAR RELEASEC

BINDER,CLCSE,2 PCST LECGER TYPE,wiTH BUTTON
TYPE LATCH MECHANISNM
STARTSew(TH REACH TO TCP AND BOTYOM EDGE QF
BINOER COVER
INCLUDES=PLACING THE COVER ON THE BINCER POSTS
" AND ACTUATING THME LATCH MECHANISM
ENOS=WITH SLIDE BUTTCN CLOSED ANC RELEASED

BANO,INSTALL,RUBEER, ON BUNCLE OR ROLL
STARTS=WITH BUNOLE/RCLL IN ONE HANC,RUBBER
BANC IN THUMB € INDEX FINGER CF QTHER MAND
INCLUDES=MCVING RUBBER BAND TO ANO PLACING IV
ARCUNC BUNCLE CR ROLL
ENDS=WITH BUNCLE CR ROLL IN HAND
CASE O1 SINGLE WRAP UP TO 3x8X2 INCHES =
1 TC 3 INCHES FROM ENC OF BUNCLE
02 SIAGLE WRAP,8X10 TO 11X14 INCF UP
TO 2 INCH THICKNESS =CENVER OF
BUNCLE .

BINDER,CPEN,2=3 RING LCOSE LEAF TYPE
STARTS=nITH HANDS AT ECGES OF BINDER,REACH
TOWARO RING OPENING TARS
INCLUOES=GETTING TABS ANC OPENINCG RINGS
ENDS~WITH RINGS OPENED AND TAES RELEASEC
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DATA

occup=

SOURCE ATION

FF

FF

FF

FF

FE

£F

FF

FF

209

209

208

209

209

209

209

209

DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

QUALITY. SOURCE

MAL

NAL

MAL

MAL

AL -

pAL

MAL

MAL

COO0E

#PFBOO2

MPFBOO3

HPFBOO0

MPFBOOS

MPFBOO6

MPFBRXX

MPFCAOL

MPFCAQ2

OuMsTOP
ELEMENT

MPFRCO2

MPFB0O3

MPFRECO4

MPFBQOS

MPFB0O06

MPFER XX

MPFCAQL

MPFCAQ2

TMy
VALUE

128

126

137

16

89

VARIABLE

33
4l

36

29

OPERATION/ELEMENT DESCRIPTICN

BINDER+QPENTECHNICAL CRCER TYPE
RING AND CENTER POST LGCKING MECHANISM
STARTS=wiTE REACH TO RING FROM END OF BINCER
LYING CN WCRK SURFACE
INCLUDES=REMOVING THE BINOER COVER ANC
TRANSFER BAR, LAYING THEM ASICE
ENDS=WITH TRANSFER BAR ASIDE AND RELEASEC

BINOER,OPEN,4 POST TYPE,WITH SCREW AND LEVER
LATCH MECHANISM
STARTS=WITH REACH TC SCREW HEACS FROM CUTER
EDGES CF OPEN BINOER
INCLUOES=UNFASTENING LATCHING,MECHANISH,
REMCVING ANG LAYING ASIDE BOTF THE FRCNT CO)
ANO TRANSFER BAR .
ENCS=wITH LAYING TRANSFER BAR ASICE ANC
RELEASED

EINDER+OPEN+2 POST LEOGER TYPE W{TH KEY
LCCKING FECHANLISY
STARTS=wiTh KEY IN HANC MOVE TO INSERT KEY
INCLUOES=INSERTING KEY,LOOSENING LOCKING
MECHANISM, TAKING CCVER OFF ANC LAYING CCVEF
AS10€
ENDS=WITH LAYING COVER ASIDE AND RELEASEC

2INOCER OQPEN,2 PCST LEDGER TYPE WITH THUNMB
ACTUATED LATCH BAR AND MECHANISM
STARTSenITH REACH TO LATCH ANC TOP ECGE CF
BINOER
INCLUDES=ACTUATE LATCH BAR,REMOVING AND LAYING
CCVER ASICE
ENDS=WITH LAYING COVER ASIDE,LATCH ANC COVER
RELEASEC

BINDER ,OPEN.,2 POST LEDCGER TYPE WITH BUTTON
TYPE LATCE MECHANISM
STARTS=wITH REACH TO TOP EDGE OF BINCER AND
TO BUTTON
INCLUDES=ACTUATING BUTTON,REMOVING ANC LAYING
COVER ASIOE
ENOS=WITH LAYING COVER ASIDE AND RELEASEC

BANO,REMCVE RUBBER,FROM BUNOLE OR ROLL

STARTS=WITH BUNDLE/RCLL IN HANC ANC REACK TC
RUBBER BAND

INCLUDES=GRASP RUBRER EAND AND REMOVAL FROM
BUNOLE

ENCS=WITH RUBCER 2ANC ANC BUNOLE IN FANDS
CASE Ol BUNOLE OR RCLL UP TC 3x8X2 [NCHES

C2 BUNCLE.8X10 TO 11X14 INCH UP YO 2
INCF THICKNESS

CLIP,ATTACKH,SPRING TYPE PINDER,TC PAPERS 1/&
TO 1 INCk CAPACITY
STARTS»uITE CLIP BNC PAPERS IN HANC ANC APPLY
PRESSURE TC CLIP HANOLE
INCLUDES=CFEN CLIP AND ATTACH TD PAPERS
ENCSeWITH RELEASE OF CLIP AND PAPERS 1IN FANC
CONDITIONS=ATTACH TO PAPERS,1/4& TC 9732 INCH
CAPACITY OR 5/16 TO 1 INCH CAPACITY

CLIPyATTACK,GEM CR [CEAL PATTERN PAPER CLIP TC
PAPERS=UP TC 1=3/4 INCF WICE AND 2=1/2 INCKF
LONG
STARTSew|TF PAPERS ANO TOP ENC OF CLIP IN HAND
AND MCVE CLIP TC PAPERS
INCLUDES«ATTACH CLIP TC PAPERS
ENOS=wiTr CLIPPEC PAPERS I[N HAND
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OATA

QCCUP=

SOURCE ATION

FF

1)

FF

FF

FF

EF

£F

209

209

209

209

209

209

209

QUALITY

MAL

MAL

MAL

MAL

MAL

MAL

MAL

DEFENSE WORK MEASUREMENT STANDARD TINE DATA ELEMENTS

SOURCE OWMSTDP TMY OPERATION/ELEMENT DESCRIPTION
CODE ELEMENT VALUE

MPFCRO1 MPECROL 28 CLIP,REMOVE,SPRING TYPE BINOER FROM PAPERS 1/4

TO L INCH CAPACITY
STARTS=hITH PAPERS ANC CLIP [N HANC ANC APPLY
PRESSURE TO HANOLES
INCLUDES=QPEN CLIP ANC REMOVE FRCN PAPERS
ENOS=WITH PAPERS ANC CLIP IN EACK FAKC

MPFCRO2 MPFCRO2 16 CLIP,REMOVE .GEM CR IDEAL PATTERN PAPER CLIP
FROM PAPERS UP TO 1=3/4 INCH WIDE ANC 2-1/2
INCH LONG

STARTS=wITH PAPERS ANO CLIP IN HANC ANC aAPPLY
PRESSURE TO CLIP

INCLUDES=REMOVE CLIP

ENCS=wITH PAPERS ANO CLIP IN EACH HANOD

MPFFAXX MPFFAXX VARIABLE FASTENERJATTACHACCD TYPE
STARTSewITH MATERTAL LYING ON WORK SURFACE IN
FRONT CF WCRKER AND REACH TQ PRONCGEC BAR
INCLUDES=GETTING PRONGED BAR,BENCING PRONGS
ANC CLOSING FASTENER
ENDS=WITH RELEASE OF SLICE OR PRONGS
CONDITIONS=SEE CASES

T4 CASE 01 ATYACKH 2=3/4 INCH ACCO TYPE FASTEN=
ERs MITHOUT LOCKSTRAP ANC PRONGS CENT
OQUTWARD

226 02 ATTACK 2=3/4 QR 8=1/2 (NCr ACCO

TYPE FASTENER,WITH LOCKSTRAP AND
OVERLAPPING PRONGS
219 03 ATTACKH 8=1/2 INCH ACCD TYFE
. FASTENER,WITH LOCKSTRSP AND WITHOUT
QVERLAPPING PRONGS

MPFFCOL MPFFCC1 30 FASTENER,CLCSE,2=3/74 INCH ACCO TYPE,WITHOUT
LOCKSTRAP AND PRONGS BENT OUTWARC '
STARTS=WiITH A REACH TO PRCNGS
INCLUDES=@ENDING ANO FLATTENING PRCNGS QUTWARD
ENOS=WITH RELEASE OF FLATTENED PRONGS
CONOITIONS=MATERIAL LYING ON WORK SURFACE I[N -
FRONT CF WORKER

MPFFCD2 MPFFCO2 182 FASTENER.CLOSE,2=3/4 OR 8=1/2 INCH ACCC TYPE
WITH LOCKSTRAP AND WITH OR WITHOUT OVERLAPPING
PRONGS
STARTS=wITH A REACH TO LOCKSTRAP
INCLUDES=INSTALLING LCCKSTRAP AND PLACING
SLIDES OVER PRONGS
ENDSeITH A RELEASE CF SLIDES
CONOITIONSeMATERIAL LYING ON WORK SURFACE IM
FRCNT CF WCRKER

MPFFO03 MPFFOXX VARIABLE FASTENER,OPEN,2=3/4 OR 8«1/2 INCh ACCO TYPE

STAMRTSenITH A REACH TO THE SLIDE

INCLUDES=MGVING SLIDES CLEAR OF BOTH PRONGS,
STRAIGHTENING PRONGS,REMOVING AND LAYING
ASTCE LCCKSTRAP ’

ENOS=WITH RELEASE OF LOCKSTRAP

CONOTTIONS=MATERTAL LYING ON WORK SURFACE [M
FRONT OF WCRKER

150 CASE 01 2=3/4 OR 8~1/2 INCH FASTENER wlTH
LOCKSTRAP AND OVERLAPPING PRONGS
91 02 B8=1/2 INCr FASTENER WITH LOCKSTRAP

BUT WITHOUT OVERLAPPING PRONGS

MPFFOO1 MPFFOO03 34 FASTENER,OPEN,2=3/4 INCH ACCO TYPE WITFOUY
LOCKSTRAP AND PRCNGS BENT OQUTWARC
STARTS=&ITH A REACH TO PRONGS
INCLUDES=MCVING PRONGS UP AND STRAIGFTENING
ENCS=WITH RELEASE OF PRONGS
CONOITIONS=MATERIAL LYING ON WORK SURFACE I[N
° FRONT CF WCRKER
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CEFENSE WORK MWEASUREMENT STANDARD TIME OATA ELEMENTS

DATA OCCUP= QUALITY SOURCE

SOURCE ATION

FF 209 MAL
FF 209 FAL
FF 209 MAL
FF 209 MAL
FE 209 MAL
oL 209 MaL

CODE

MPFFACL

MPFHPOL

MPFEHPO2

. MPHSIXX

MPHPRX X

aMsD

. OWMSTOP

ELEMENT

MPFFPOL

MPFHPOL

MPFHPO2

™y
VALVE

44

14

40

MPFSIXX VARIABLE

MPFSRXX VARIABLE

VYPECSXX

57

66

82
101

28
50
55

TABLE

OPERATION/ELEMENT DESCRIPTION

FASTENER.PREPARE2=3/4 OR 8=172 INCH ACCC TYPE
FOR ATTACHMENT
STARTS=wITH REACH TO ACCO FASTENER PRGNGED EAR
INCLUDES=GETTING PRONGED BAR AND BENOING BOTH
PRONGS
ENOS=uITH RELEASE OF PRONGS.ACCO IN FAND
CONOITIONS=THIS IS A CONSVANT FOR USE wiTH
EACH ACCO ATTACHe=CASE 01 TO 03

HANOLES+PLACE+BINOER CLIP,IN DOWN POSITION
STARTS=WITH REACH TQ CLIP HANOLES BY FINGERS
INCLUDES =POVE CLIP FANOLES DOWN AGAINS

MATERIAL .
ENOS=WITH MATERIAL IN HANOD
CONOITIONS=CLIPPEC MATERIAL IN HANC, INDEX ANOD
MID FINGER OF QTHER HAND BETWEEN RANOLES.IN
* CONTACY WITH CLIP TOP

HANOLES o PLACE,BINDER CLIP,IN UP POSITION
STARTS=WITH A REACH TO CLIP HANOLES
INCLUDES=GRASP AND UPWARD MOVEMENT OF CLIP

HANOLES
ENOS=WITH MATERIAL IN hANC
CONOUTIONS=ONE HANO MOLDING CLIP ANO/CR
MATERIAL

SHEET(S) , INSERT, 1225 SHEETS IN BINCER/FASTENER
STARTS=WITH BCTH MANCS HOLDING SHEETI(S)
INCLUDES=GETTING,MOVING & POSITIONING SHEET(S)
ENOS=WITH BOTH HANOS ON SHEETIS)

CASE 01=UP TO S 1/2 X. 8 1/72 INCKH IN 2 OR 3
RING LCOSELEAF BINOER
02 SHEETS 5 1/2 X 8 1/2 THRU 8 1/2 x
12 INCH IN 2 OR 3 RING LODCSELEAF
BINCER
03 CN PRONGS OF 3 INCH ACCO FASTENER
04 ON PRONGS OF 8 [NCH ACCD FASTENER

SHEET(S) ¢ REMCVE,FROF BINDER
STARTS=nlTH REACH TO CENTER OF SHEETI(S) IN
BINODER GN CESK
INCLUDES=REMOVING SHEETS
ENDS=WITH REMQVEC SHEETS [N HAND
CONOITIONS=SEE CASES
CASE 01 RENMQVE 1=10 SHEETS FRCM 3=8 INCH
ACCC PAPER FASTENER 1=6 INCKH CAPACITY
C2 REPQVE 11=5C SHEETS FROM 3=8 [NCH
ACCC PAPER FASTENER L=6 INCF CAPACITY
03 REMOVE LEDGER SHEETS 1=50 FROM PCST
BINCERS UP TO 3/8 CIAMETER l=¢ [ACH
CAPACITY

OOCUMENTSSTAPLE
STARTS=wITH DOCUMENTS IN LEFT FANC
INCLUOES=MGVE COCUMENTS TO STAPLER,PCSITION,
STAPLE COCUMENTS ANC LAY ASIDE ON CESK
ENCS=WITH THE RELEASE CF THE CCCUMENTS
CONDITIONS=HANC STAPLER ON TOP OF CESK
CISTANCE TQO STAPLER
NORMAL FRESSURE EXTRA PRESSURE
ALIGNMENT 6IN 121N 20IN 6IN 12IN 201IA

A e [+ C € F
NORNMAL= N 39 48 60 L] 54 (13
CAREFUL=C 44 54 66 50 60 72

EXACT= E 50 59 71 56 [ 1] 77
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OEFENSE WORK MEASUREMENT

DATA OCCUP= QUALITY SDURCE DWMSTOP  THU
SOURCE ATION CODE = ELEMENT VALUE
FF 209 MAL  BPHBAOL BPHCAOL 78
FE 209 MAL  BPHBPOL BPHCHOL 37
FF 209 NAL  8PHBPO2Z BPHCHO2 52
£F 209 NAL  BPHBJOl BPHCJOL ‘15
FF 209 MAL  BPHOTXX BPHOTXX VARIABLE
25
26
29
30
FF 209 MAL  BPHBPO3 BPHSHOL 31

STANOARD TIME OATA ELEMENTS

OPERATICN/ELEMENT DESCRIPTION

CARDS/PAPERS+ALIGN.50 CARDS OR PAPERS 8Xx12 IN.
SIZE-APPROXIMATE ALIGNMENT LYING ON FLAT
SURFACE
STARTS=WITH TWQ HANO REACH TO SIDES CF 8ATCH
LYING ON FLAT SURFACE
INCLUDES=REACHING TO AND PATTING ECGES OF
8ATCH
ENOS=WITH FINGERS OF BCTH HANDS IN CONTACY
MITH EDGES OF BATCH LYING ON FLAT SURFACE
CONOITICNS=LIMITED TO ALIGNMENT WITHIN APPROX.
ONE CUARTER OF AN INCHF WHILE LYING ON FLAT
SURFACE

CARDSy HANCLE ,PTCKUP FRCM FLAT SURFACE,LOOSELY
STACKED UP TC 25 CARCS IN BATCH
STARTS=uITH REACH TO BATCH OF CARDS CN FLAT
SURFACE
INCLUDES=REACHING TO AND GETTING COMPLETE
CONTROL OF BATCH PRIOR TO MOVING ELSEWHERE
ENOS=WITH HANC IN COMPLETE CONTROL OF BATCH IN
CONTACT WITH FLAT SURFACE
CONDITIONS=EXCLUOES POVEMENT OF EATCE AFTER
PICKUP

CARDS,HANCLEPICKUP FRGM FLAT SURFACE wiTH Twg
HANDS, LOGSELY STACKED,25=50 CARDS IN BATCH
STARTS=wITH REACH TO BATCH OF CAROS CN FLAT
SURFACE
INCLUDESeREACHING TO AND GETTING CCMFLETE CON=
TROL COF SATCH PRIOR TO MOVING ELSEWHERE
ENOS=WITH HANDO IN COMPLETE CONTROL OF BATCK IN
_CONTACT WITH FLAT SURFACE
CONDITICONS=EXCLUDES MOVEMENT OF BATCH AFTER
pICKYP

CARDS/PAPERS ¢ JOSTLE ,ONE TINE,ANY SIZE
STARTS=WITH TWQ HANO RELEASE OF BATCHk FELD IN
A VERTICAL PLANE
INCLUDES=RELEASING, REACHING,
MOVING BATCH
ENOS=WITH JOSTLEC BATCE rELD IN & VERTICAL
PLANE

GRASPINGy ANO

COCUMENT(S),TURN,WITH 80TH HANDS
STARTS=WITF ONE HANDO RELEASE OF COCUMENTS NELD '
IN BCTH HANCS
INCLUDES=RELEASINGoREACHING, GRASPING :ANO TURNe
ING DCCUMEANTS
ENCS=WITF GRASP OF TURKED DOCUMENTS HELC IN
BOTH HANDS
CONOITIONS=SEE CASES
CASE C1 TURAN 3X5 INCH SIZE PAPER SO CEGREES
IN VERTICAL PLANE
TURN 8X12 INMCH SIZE PAPER 90
DEGREES IN VERTICAL PLANE
TURN PAPER,THRU 8X12 INCH SIZE,1E0
DEGREES. VERTICAL AXIS
TURN PAPER,THRU B8X12 INCH SIZE.180
DEGREES HMCRIZONTAL AXIS

02
03

Ge

SHEEYS s MANOLE,2ATCH PICK UP,ANY SIZE.FRCM FLAT
SURFACE WITH ONE HANO=UP TO 25 PAPERS LOOSELY
STACKED -
STARTSeuITH REACH TC BATCH OF PAPERS ON FLAY
SURFACE
INCLUDES=REACNING TC AND GETTING COMPLETE CON=
TROL OF BATCH PRICR TD MOVING ELSERNERE
ENOS=WITH HANCS IN CCMPLETE CONTROL CF BATCH
PARTLY IN CONTACY WITH FLAT SURFACE
CONOITIONS=EXCLUOES MOVEMENT OF BATCF AFTER
PICKUP
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DATA OCCUP= QUALITY SOURCE

DEFENSE WORK MEASUREMENT STANDARD TINE DATA ELEMENTS

DWMSTOP ™y

CODE ELEMENT VALUE
MAL  BPHRPO& BPHSHOZ o1
MAL  MPHOFOL MPHOFO1 150

MaL MPHEIXX MPHOIXX VARIABLE

83

114

198

228

MAL TYé6 MPHOOOL 62

MAL TY1l3 MPHODOO02 32

OPERATIGN/ELEMENT OESCRIPTION

SHEETS y HANDLE +BATCH PICK UP,ANY S[ZE,FROM FLAT
SURFACE WITH TWQ HANDS«25=50 PAPERS,LOGCSELY
STACKED
STARTS=WITH REACKF TO BATCH OF PAPERS ON FLAT
SURFACE
INCLUDES=REACHING TQ AND GETYING COMPLETE CCN=
TROL GF BATCH PRIOR TO MOVING ELSEWHERE
ENDS=WITh HANOS IN CCMPLETE CONTROL OF BATCH
PARTLY IN CCONTACT WITH FLAT SURFACE
CONOITIONS=EXCLUDES MOVEMENT OF PATCH AFTER
PICKUP

OOCUMENT ,FOLC,THRU 8 1/2 X 15 INCH SIZE,TwO
FOLOS
STARTS=WITF GEY BCTTCM ECGE OF SKHEET LYING CN
DESK
INCLUDES=MCTICNS YO FOLO SHEET TWICE
ENOS=MITH BOTH HANDOS CN FOLDED SHEET, CON DESK
CONDITIONS=CLOSE SYMMETRICAL ALIGNMENT

COCUMENT(S), INSERT, IN ENVELOPES
STARTS=wITE REACH TO FLAP OF ENVELCPE CN
DESK ANC OTHER HAND HOLOING DOCUMENTLS)
INCLUDES=0OPENING ENVELCPE ANO INSERTING
DOCUMENTLS)
ENOS=WITH HANOS IMN CCNTACT WITH ENVELOPE,
DOCUMENT(S) INSERTEC ANO ENVELOPES SECURED
CONDITIGNS=CASES 03 ANC 04 INCLUCE TIME TO
WIND STRING TQ CLCSE FLAP
CASE 01 STANDARD 9 1/2X12 INCF CR LESS.,
SIOE OPENING TYPE,LOOSE FIT EANVELOPE,
ON CESK
02 STANDARD 10X14 THRU 12X16 INCH,
SICE OPENING TYPE,LOOSE FIT EAVELOPE,
ON CESK
03 INTER=OFFICE § 1/2 x 12 THRY
12x16 INCF,ENC OPENING TYPE,LCOSE FIT
: ENVELCPE, SMALL ODOCUMENTS
04 INTER=QFFICE 9 172 x 12
THRU 12 X 16 INCH,END OPENING TYPE,
LOGCSE TIT ENVELOPE,LETTER SIZE
(8 172 X 10 1/2 INCH) CCCUMENTS

DOCUMENT (COPY,DRAFT)},0BTAIN,FROM DESK CRAWER
STARTSewlV# REACH TO DCCUMENT IN DRAWER
. INCLUDES=CCNTACTING,SLIDING ANC GRASPING
DESIRED DOCUMENT ANC MOVING YC TOP CF DESK
ENOS=WITH RELEASE OF OCCUMENT ON TCP OF CESK
CONODITIONS=SITTING AT DESK

DOCUMENT{COPY,URSFT),0BTAIN,AND MOVE TC WORKe
PLACE/TYPESRITER
STARTSewITF REACF TO CCCUMENT
INCLUDES=GET CCCUMENT TD BE TYPEL,REAC,OR
TRANSCRIBEC ANC MOVE TC WORKPLACE CR TYPE=
WRITER
ENDS~WITH RELEASE OF OCCUMENT
POSITICA
CONDITIONS=OOCUMENT AVAILABLE ON CESK/TABLE

IN WCRKING
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CEFENSE WORK MEASUREMENT

DATA OCCUP= QUALLTY SOURCE OWMSTODP ™y

SOURCE

£F

NS

FF

FF

FF

CcL

ATION

209

209

20S

209

209

209

MAL

MAL

MAL

MAL

MAL

MAL

COOE ELEMENT VALUE

MPHERXX MPHCRXX VARIABLE

57

mn
125

Clc2a MPHOSXX VARIABLE

33
40
45
49

49
63

MPHOUOL MPHCUOL 48

MPHEOXX MPHEQOL 16

MPHESXX MPHESXX VARIABLE

182
112

sMLW MPHIDOL 105

STANDARD TIME DATA ELEMENTS

OPERATION/ELEMENT DESCRIPTION

COCUMENT(S) ,REMOVE ,FROM ENVELOPE

STARTS=wITH REACH TO ENVELOPE HELD
IN QTHER HAND
INCLUDES=GETTING & REMOY ING UQCUMENT
ENOS=WITH RENCVEC DOCUMENT HELL IN
ONE WANC & ENVELOPE HELD IN DTHER
HANO
CASE 01 ENVELOPE,CPEN ON SIDE,UP TC 4
172 X 10 1/2 INCH MAIL ENVELOPE
02 ENVELGPE,CPEN ON ENC,UP TO 4
172 X 10 1/2 INCH MAIL ENVELOPE
03 ENVELOPE,CPEN ON SICE,9 1/2 X12
THRU 12X16 INCH MAKL ENVELOPE
04 ENVELOPE,ENC FLAP,9 1/2X12 TO
12X16 INCH, INTER=OFFICE,
(INCLUDES TIME TO UNWINC STRING TO
OPEN FLAP)

DOCUMENT, SQRT , SHEETS/ PAGES + BY HAND

STARTSew({TH REACH TO SHEETS OR BATCH
INCLUDES=GET @ATCH WITH LEFT HANC,.FEEDING TCP
SHEETY TC RIGHT HAND FCR MOVEMENT ASIDE

ENOS=NWITH SHEETS RELEASED
CONDITICAS=CASES COVER FAST OR SLOw CECISION
SORTING
SGRY BASEC CN CUICK DECISION INVOLVING ONE
PERCEPTION AS IN NUMERIC SORTING
CASE 01 NUMBER OF PILES 2
02 NUMRER OF PILES 3=4
03 NUMBER OF PILES 5=6
04 NUPEER OF PILES 7=10
CS NUMBER OF PILES 2=4
WOROS
CASE 05 NUNBER OF PILES 2=4
06 NUPBER OF PILES S5=7

ODCUMENT ,UNFCLO,THRU 8 1/2 X 15 INCH SIZE, TWQ
FOLDS

EN

17

28

STARTSeREMCVEL COCUMENT HELD IN HAND

INCLUDES=UNFOLCING DGCUMENT

ENCS=WITH 20TH HANDS HOLDING UNFOLCEC
DOCUMENT

VELOPE, GPEN,MAILING TYPE

STARTSewITE PCINT OF OPENER WITHIN ONE INCH OF
INSERTICN,OPENER HELD IN HAND & OTHER HAND OM
ENVELCPE ON DESK

INCLUDES= {NSERTING OPENER,L PRGCESS TIME
INCLUDIAG APPLY PRESSURE,CUTTING.E RECOIL OF
OPENER AT ENO OF CUT

ENOS=WITH ONE FANC ON OPENED ENVELCPE & CTHER
HANC HCLCING OPENER

CONOITIONS=USING 9 INCH KNIFE TYPE HANC CPENER

VELOPE., SEAL,GUMMED FLAP
STARTS=REACH TC ENVELOPE/MOISTENER
INCLUDES=GETTING ,MOISTENING ANC SEALING
ENVELOPE ’
ENCS=WITH @OTH HANDS ON SEALED FLAP CF
ENVELCPE
CONDITICAS=FLAP 9 TO L6 INCHES LONG
CASE Ol MOVING FLAP ACROSS MOISTENER
02 USE TCNGUE/SPONGE=~END MOISTENER
CN FLAP

EM,DELETE,ON WORK SHEET/COCUMENY

STARTSeLCCK TC THE WCRK SHEET/COCUMENT

INCLUOES=LINE OUT AN [TEM ON A WORK SFEET/CCC=
UMENT USING A PENCIL

ENCS=ITEM LINEC OUT

CONDITICNS=PENCIL IN HAND



ODEFENSE MORK MEASUREMENT STANDARO TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE

SOURCE ATION

FF 209
FF 209
FF 209
£F 209
£F 209
FF 209

MAL

MAL

NAL

MAL

MAL

MAL

CODE

MPHLAQ2

MPHLAOL

MPHPFOL

MPHSCXX

MPHSPO L

MPHSSXX

OwWNSTDP ey
ELEMENT VALUE

MPHLCO1L 3l
MPHLOOL 38.
MPHPFOL 23

MPHSCXX VARIABLE

64
80
122

MPHSPOL 61

MPHSSXX VARIABLE

44
81
33
59

OPERATION/ELEMENT DESCRIPTION

LATCH,CLOSE, ON HANOLE OF
GUILLODTINE. PAPER CUTTER
STARTS=WITH REACH TO THE OPEN LATCH,CTHER HANO
IS ON HANDLE OF CLOSEQD BLADE
INCLUDES=GETTING AND PLACING LATCH ON HANOLE
ENCS=WITH ONE HANC ON CLOSED LATCH ANO OTHER
HANC CN BLADE NHANCLE
CONOITIONS=DQES NQT INCLUCE MOVE TO CLOSE THE
BLADE

LATCHs OPEN,ON HANOLE OF GUILLOTINE
PAPER CUTTER
STARTS=%{TH REACH TQ CLOSED HANDLE OF CUTTER
WHICH IS SITTING CN TABLE
INCLUOES=GET MANOLE AND LATCH ANC REMOVE LATCH
ENCS=WITH ONE HANGC ON REMOVED LATCH ANO CTHER
HAND ON B8LACE HANCLE
CONDITIONS=00ES NOT INCLUDE MOVE TQ CPEN BLAOE

PAGE/SHEET FLIP,CORNER OF CARD OR PAPER TO
TURN, RENQVE, COUNT OR SEARCH
STARTS=WITH REACH TO CCRNER,OR TRANSFER TO
OTHER HANO,800K OF PAGES OR STACKS OF SHEETS
LYING ON OESK .
INCLUDES=GETT ING,REGRASPING, &L OR MOVING TO
OTHER HAND
ENCS=WITH REGRASPEC CORNER [N HAND

SHEET(S) +CLT,ON 15X15 INCH GUILLCTINE
TYPE PAPER CUTTER
STARTS=wITH ONE HANO HOLCING BLACE TO LIFT,
OTHER HANO HOLOING PAPER ON CUTTING BOARC
{NCLUGES=LIFT BLADE, POUSITION SHEET(S) AND
LOWERING BLADE TO CUT STOCK.
ENOS=WITH HANOLE OF ELADE IN ONE HANC, CTHER
HANDO CN SHEETS AND REQUIRED CUT CCMPLETEC.
CONOITIONS=CLASSIFICATION OF TCLERANCE IS
INDICATED BY CASE DESCRIPTION.
CASE 01 APPROXIMATE CUT
02 CLOSE CuTt
03 EXACT Cut

SHEET(S)s PUMMH, HOLES

STARTS=MCVE SHEET(S) TC PUNCH, WITH
8OTH HANDS

INCLUDES=NCVING,PCSITIGNING SHEET(S) ANC
PUNCHING HOLES

ENDS=WITH ONE HAND ON PUNCHED SHEETI(S),
OTHER HAND IN CONTACT WITH LEVER

CONDITICNS=PUNCH HOLES WITH COMMON OFFICE
PUNCH UP TO 1/16 INCH THICKNESS,
2=3 HGOLE PUNCH

SHEET(S) +SEPARATE,ALCNG PERFORATION
STARYS=WITH REACH TO FCRNMS :
INCLUDES=GETTING € TEARING FORMS APART
ENCS=WHEN FORMS BREAK CONTACT, ONE HANC
HOLDING TORN FORM € OTHER ON ACJOINING FCRM
CONOITIONS=FORMS ON CESK IN POSITION FCR
TEARING ’
CASE Ol SEPARATE MULTIPLE FORM SWEETS ALCNG
9 INCH PERFCRATION
02 SEPARATE MULTIPLE FORM SHEETS ALGNG
10=15 INCh PERFORATIOAM
03 SEPARATE SINGLE SHEET PAPER/
CARCSTOCK ALONG 9 INCF PERFORATION
04 SEPARATE SINGLE SHEET PAPER/
CARCSTOCK ALONG 10=15 INCH
PERFORATICN
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OwWMSTCP ™y OPERATION/ELEMENT DESCRIPTION
SOURCE ATICN CCoE ELEMENT VALUE
FF 209 MAL TPHAAXX TPHOAXX TABLE COCUMENTS ¢ AL IGNyBATCHo CARDS/SHEETS (PAPERS)

cL

FF

STARTSenITh REACH TO TOP OF JOSTLED EATCH HELD
IN 2CTH HANCS .

INCLUDES=F INAL ALIGNMENT OF PAPERS IN BATCH

ENOS*WITH REACH TO SIDE OF COMPLETELY ALIGNED
BATCH HELD [N 80TH FANDS

CONDITIONS=ALIGN BATCN OF CARDS OR PAPERS THRU
8 172 X 15 INCH

QUANTITY & ITENM ' JOSTLE PICK UF/
aNLY JCSTLE
CASE 4. 8

UP TG 25 CARDS 32 161
26 T0O 50 CARDS e 44 122

-

UP TC 10 BONOS/TISSUES C 41 1C4&
11 YO 20 BONOS/TISSUES [ 12 13¢
21 TC 30 BONOS € se 204
21 TO 30 TISSUE/BONC=TISSUE F 119 222
31 YO 40 BGNOS G llé 222
31 TO 4C TISSUE/BCNCO=TISSUE ¢ 158 264
41 TO 50 8ONOS J 158 2¢4
41 TO S0 TISSUE/BONO=TISSUE Kk lee 254
209 MaL 8CPS TPHFSXX TABLE FORM(S), SEPARATE, INTERLEAVED, ANC PULL

SHEET(S) /CARBON(S)
STARTS=FORM(S) TN HAND TO BE STRIPPECL
INCLUDES=PULLING OF DESIRED SHEET(S) OR

CARBONLS)
' ENOS=FCRM{S) 4 STRIPPEC SHEETIS), CARBCN(S) OAM
DESK TOF
CONDITICAS=CON CESK TCP WITHIN GENERAL wORK
‘ AREA

CASE REMCVE ™Y CASE REMCVE ™U

CODE COPY NO COOE cCPY NO
ol 1 108 56 SE6 216
12 1e2 163 o6 [3 179
02 2 83 67 6€7 2640
23 263 144 07 7 203
03 3 107 78’ Tee 264
34 364 168 o8 8 227
04 4 131 89 8Es 288
45 4&S 192 09 9 251
05 S 155 90 9¢10 112

10 10 275
NOTE=USE GET € PLACE ELEMENTS TC CETAIN
FORMS € TO CISPOSE GF PULLEC CARECNS,
SHEETS AND FORNS. IF THE BACK COPILES OF
THE FCRM(S) ARE TC BE PULLEC, THE FCRM
SHOULC BE REVERSEC ON THE DESK ANC THE
LAST COPY CCNSICERED AS NO 1 COPY

209 MAL TPHSAXX TPHSSXX TABLE SHEET{S) ¢SEPARATE, FROM PERFORATED BORCER

OF MULTI=SHEET{S) FCRM LISTING
STARTS=W T+ REACF TO BCRCER, BCTH MANCS
HOLOING CCRNER OF SHEET OF FORM LAYING ON DESK
[NCLUDES=GETTING AND HOLOING BGRCER ANC
TEARING SHEET(S) )
ENCS=wWHEN SHEET(S) BREAK CONTACT WITE FQRM.CNE
HANC CN BCRCER & CTHER MANC HOLCIANG TCRN SHEET
DISTANCE FROM CCRNER TO eORCER

IN INCHES
le3 4=9 10«15 1¢=21 22=27
TEAR CASE A 8 C c E
DISTANCE
IN IANCHES
l=3 A L3 36
4=9 8 35 40
10=15 C n sC 9¢
16=21 0 S0 S4 SS
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA QOCCUP= QUALITY SOURCE

SOURCE ATION

FF

NS

NS

NS

NS

NS

NS

20§ .

209

213

213

213

AL

MAL

MAL

mAL

MAL

MAL

pAL

CODE

TPHTAXX

C6ATE

oPT1C

0PTICS

0PTICS

PLASW]Y-]

DPT1IH1O

DWNSTDP
ELEMENT

TPHSTXX

BTYPAC]

™y
VALUE

TABLE

33

MACBPXX VARIABLE

MACBPO&

MACBPOS

MOMEDO01

MOMCAOL

29
40
63

69

64

25

32

OPERATION/ELEMENT DESCRIPTION

SHEET(S) ,TEAR,FROM GLUED PAC

STARTSew[TH LIFT SHEET(S), B80TH HANDS HOLOING
CCRNER CF SHEETI(S).PAC LYING ON DESK
INCLUDES=LIFTING & TEARING SHEET(S)
ENOS=WHEN SHEETS BREAK CONTACT FROM PAC.ONE
HANO ON PAC & OTHER HAND HOLDING TORN SHEET(S)

INCFHES INCHES LIFTEC
TORN le3 4=9 10=15 16«21 22=27
CASE A 8 [ c E
l=3 A 10 14 18 22 26
4=9 2 14 18 22 26 30
10=15 C 18 22 26 30 34
16=21 c 22 26 30 34 38
2227 E 26 30 34 38 42
PAPER,ASICE.FINISHED

STARTSePAPER IN LEFT HAND

INCLUDES=REACKH TO PAPER WITH RIGHT HANC £ MCVE
TO DESK TOF AND RELEASE

ENCS=PAPER ON CESK

CONDITICNS=NO CARBONS REMQVED ANC NO SCRTING
REQUIREC.MANUAL OR ELECTRIC TYPEWRITER

BUTTON, PUSH, CCNTROL TYPE SWITCK

STARTS=REACH TG BUTTON
{NCLUDES=AaLL MGTICNS RECUIRED TO GAIN CONTRCL
ANO ACTUATE PUSH BUTTON
ENOS=WITH MANCS REAQOY TQ PERFORM NEXT WORK
ELEMENT .
CONDITIONS=CASE VARIABLE IS DISTANCE
SWITCH IS LGCCATEC FROM OPERATCR
CASE 01 CONTROL BUTTON WITHIN L4 INChHES
OF CPERATCRS HWANO
02 CONTROL BUTTON WITHIN 24 INCHES
OF CPERATCRS FANO
03 CONTRGCL BUTTON NOT WITHIN REACH
OF CPERATCR (4 SIOESTEP TC OPPOSITE
ENC OF MACHINE AND RETURN INCLUDED
IN STANOARD)

BUTTONS  PUSH,CONTRCL,MULTIPLE SET

STARTVS=REACH TC SWITCH
INCLUDES=LCOKING AT SWITCH,GETTING,MCYINC
AND RELEASING SWITCH,REPEATING THESE MOTIONS
3 ADDITIONAL TIMES
ENDS=HANCS TO INCEFINITE LOCATION
CONDITIONS=OPERATOR STANDING ATV SWITCH

BUTTONSy FUSH,CONTROL SET LINE PRINT CONTROL

STARTS=EXAMINE CCATRCL

INCLUDES=GETTING,OPENING, AND TURNING
PRINT CCNTRCL

ENCS=RE-EXAMMINATICN GF CCNYROL

CONDITICNS=QOPERATOR STANDING AT SWITCH

BRUSH=HOLCER ,DISENGAGE,CCNTROL TAPE (l&p
ACCTG MACFINE)

cL

3l

STARTS=REACH TC BRUSK HOLDER

INCLUCES=GETTING HCLCER,WITH SUBSECUENT
RELEASE OF CATCH [N ORDER TC MOVE ERUSH
HCLOER UPWARC

ENDS=HANC CUT CF THE waY _

CONDITICNS=OPERATOR STANCING AT MACHINE

UTCH,ACJUST,PLATEN

STARTSewITH REACH YO KANOB
INCLUDES=GRASP,TURN § APPLY PRESSURE
ENCS=wiThH RELEASE OF KNCR
CONDITIONS=IBM ACCOUNT ING MACHINES



DEFENSE WORK MEASURENENT STANOARD TIME DATA ELEMENTS

\

DATA OCCUPe QUALITY SOURCE OwMNSTOP ™Y OPERATICN/ELEMENT OESCRIPTION
SOURCE ATION CCODE ELEMENT  VALUE
NS 213 MAL OPT1J1E MCMCCOL 33 COVER,CLOSE,CARRIAGE=CONTROL TAPE (18M ACCTG

MACHINE)=CLOSE CARRIAGE COVER
STARTS=REACH TC CARRIAGE COVER
INCLUOES=CCNTACT WITH ANC MOVEMENT OCMN CF
CARRIAGE CCVER
ENCS=RELEASE OF CARRIAGE COVER
CONOITIGANS=OPERATOR STANODING AT MACKINE

NS 213 MAL OPT2C1A MOMCHOL 40 CAROS.HANDLE,{ [8M ACCTG MACHINE) REMGVE
CARDS FRC)M HCPPER
© STARTS=REACH TC CARCS IN HOPPER
INCLUOES=GETTING CARCS ANO WEIGHT ANC
MOVIAG TO MACHINE TCP
ENCS=RELEASE CARCS.
CONDITIONS~QPERATOR STANDING AT MACMHINE

CARDS FRCM TRAY
STARTSeCCNTACT WITH CARDS-
INCLUOES=NOVING,GETTING & LIFTING CARCS upP
ENOS=8CDY TURN AWAY FRCM TRAY
CONDITICNS=QPERATOR STANCING AT MACHINE

NS 213 MAL DPT2C1l8 MOMCHOZ2 70 CARDS.HANDLE, (18M ACCTG MACHINE) REMOVE

NS 2132 MAL CPT2C1C MOMCHC3 54 CARDS,HANDLE, (IEM ACCTG MACHINE) REMOVE CARDS
FROM RACK (1 HANC)

STARTSeMCVE IN FRCNT OF RACK

INCLUDES=~REACHING TONWARD CARDS wIT+ BOTH
HANCS ¢y TURNING RIGFT HAND ANC CONTACTING CARDS
WITH THUMPB & MCVING CARD UP WHILE LEFY HAND

. MOVES CARDS TCWARC RIGFT HANO
ENCS=GRASP OF CARDS IN R IGHT HANC
CONDITICNS=OPERATOR STANCING AT MACHINE

NS 213 MAL CPT2C1D MOMCHO4 7z CARDS HANDLE, (IBM ACCTG MACHINE) RENMOVE CARDS
FROM RACK (2 HANCS)

STARTS=NMCVE IN FRONT OF RACK

INCLUDES=GETTING CARCS WITH BOTH HANCS.MCVING
CARDS FAOM RACK TG PLATFORM OR REST, AND
ADJUSTING STACK

ENOS=RELEASINC OF CARDS

CONOITICNS=0PERATOR STANDING AT MACKHINE

NS 213 MAL DPT2C1E MOMCHOS “30 CARDOS, HANCLE, {IBM ACCTG MACHINE)SREMGVE
CARDS FROM ONE POCKET
STARTS=REACH TGQ CARDS IN POCKET
INCLUDES~GETTING CARCS FROM POCKEY
ENCS=CARDS IN BQTH HANDS
CONDITIGCAS~OPERATCR STANCING AT PACHINE

NS 213 MAL OPT2C1F MONCHOE 60 CARDS+HANCLE »{IBM ACCTG MACHINE) REMQVE CARDS
FROM STACK AT BCTTCM OF MACHINE
STARTS=REACH TC STACK
INCLUDES=GETTING ANC MCVING CARDS 7O TCP
PLAYTFCRM
ENOS=WITH LEFT HANC PUSHING AGAINST STCP
CONDITICAS~QPERATCR STANCING AT MACHINE

NS 213 MAL DPT2C2A MOMCHO? 130 CARDS,HANODLE U IBM ACCTG MACHINE) PLACE
. CARDS IN IFCPPER

STARTS=TRANSFER CARCS FROM LEFY
TO RIGHT HAND

INCLUDES=REACHING TO SLIDING PRESSURE PLATE
WITH LEFT HANC,GETTING PLATE AND PUSHING IT
AGAINST STCP,MOVING CARDS TO ANC PLACING
THEM IN HCPPER WITH RIGHT HANC

ENOS=RELEASING CARDS ANC PLATE ANC MCVINC
HANCS ASIDE

CONOITICNS=OPERATOR STANCING AT MACHINE
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DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OwWMSTOP ™y OPERATION/ELEMENT DESCRIPTION
SOQURCE ATION COoE ELEMENT  VALUE
NS 212 MAL OPT2C28 MODMCHOCS 66 CARDSHANDLE (T1BM ACCTG MACHINE) = PLACE CARDS
IN TRAY

STARTS=REACH TC CARDS

INCLUDES=PLACING CARCS IN TRAY -GQR £0OX
ENOS=SEATING OF CARDS
CONDITICNS=0PERATOR STANCING AT MACHINE

NS 213 MAL DPT2C2C MOMCHO9 52 CAROS,HANOLE ,PLACE CARCS IN RACK
STARTS=MCVEMENT OF CARDS TOWARD RACK
. INCLUDES=PCSITIONING AND PLACING OF CARCS TC

BACK CF RACK
ENOS=RELEASE OF CARODS
CONOITIONS=OPERATOR STANDING AT MACHINE

NS 213 MAL OPT2C2D MOMCHLO 20 CARDS,HANOLE PLACE CARDS ON MACHINE TOP
’ STARTS=MCVE CARDS TC MACKINE TCP
INCLUDES=TURNING HANC AND RELEASING CARDS
. ON MACHINE
ENCS=HANOS ASICE
CONDITICNS=OPERATOR "'STANDING AT MACHINE

NS 213 MAL CPT2C4 MOMCH11 135 CAROS,HANOLE, FAN NEW CAROS
. STARTS=REACH TC CARDS
INCLUDES=FANNING NEW CAROS
ENOS«F INAL REGRASP QF CARDS
CONDITIONS=OPERATOR STANCING OR SITTING aT
WORK AREA

NS 212 MAL oPT2CS MOMCH12 78 CARDS,HANCLE,VERIFY SEVERAL (3 TO S) C4RCS
: STARTSaMOVE CARDS APART wiTH BCTH FANCS
‘ INCLUOES=PCSIVIONING AMD MOVING CARCS TO
REAC POSITION
ENDS=CARDS ARE READ
CONOITICNS=OPERATOR STANCING OR SITTING AT
WORK AREA
NS 213 MaL 0PT2CS MOMCH13 42 CARDS,HANDLE +COMPARE 2 CARCS
: STARFS=REACH TO TOP CF CARD
INCLUDES=ALIGNING TWC CARCS FOR CCMPARISCN
ENDS=wWITH A FINAL GRASP CF THE NEXT CARC TO
8€ CCMPAREC
CONDUITIONS=OPERATOR STANCING OR SITTINC AT
WORK STATICN

NS 212 MAL oPT2CT MOMCH14 46 CARDS,HANCLE,ASSEMELE CARDS AND CECK
STARTS=REACH TC CARDS wiTH RIGHT KHANC
INCLUDES=PICKING UP CARDS AND TRANSFERRING
THEM TO LEFT HAND
ENCS=WITH CECK IN LEFT HANO
CONOITICAS=OPERATOR STANCING AT MACHINE

NS 213 MAL oPvT2CS8 MDMCHLS 51 CARDS HANCLE,SORT CAROS TO CORRECT SEQUENCE
STARTS=RELEASE CARDS FROM RIGHT HANC
INCLUDES=PCSITIONING FINGER ON CARC,MOVING
CARD CUT ANC INTD PROPER SECUENCE ANC
RELEASING
ENCS=HANCS AT REST
CONDITIONS=OPERATCR AT wCRK AREA

NS 213 MAL DPT1J1A MOMCRO1L 36 COVER,RAISE,CARRIAGE=CONTROL TAPE (I8M ACCTG
MACHINE)
STARTS=REACH TC CARRIAGE COVER
INCLUOES=GETT NG AND MOVING COVER UPWARD
ENOS=RELEASE CF COVER
CONOITICAS=OPERATOR STANDING AT MACHIANE
LEFT HANC IS PLACED ON MACHINE DURING PRCCESS
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DATA
SOURCE ATICN

NS

NS

NS

NS

NS

NS

NS

NS

DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

0CCUP= QUALITY SOURCE OWMSTOP ™™V

213

213

213

MAL

MAL

MAL

MAL

* MAL

MAL

MAL

MAL

CODE ° ELEMENT VALUE

OPT1F1 MOMCSXX VARIABLE

82
43
oPT201 MCMMHGL 145
oPT142 MOMPAOL 95

OPT1HL MDMPHXX VARIABLE

27

45

DPYIHZA MOMPHO3 35
DPTLH2B MCMPHO4 85
CPTIH3  MDMPHOS 172
OPTLHe  MCMPHOG 133

OPERATIGN/ELEMENT DESCRIPYION

COLUMN=SGRT 4 SET,FIRST AND CTHER (IBM
SORY ING MACHINES)

MA

PA
AC

PA

_AC

PA

PA
AC

PA
MA

PA
(1

PA
NA

36

STARTSeREACH TO LEVER FANCLE

INCLUDES=GETTING LEVER HANOLE, RELEASING
RAISING LEVER,MOVING KNOB DOWN,ESLIDING
GUIDE (ARRCW) TQ FRCPER COLUMN

ENOS=WITH RELEASE OF KNOB

CONOITIGNS=OPERATOR STANOING AT MACHINE,
CASE 02 CONTAINS MOTIONS TC TURN LEVER OMY
CASE 01 SET COLUMN SORY (FIRST)

02 SET COLUMN SORT (OTHER)

TERTALS ¢ ANOLE,DATA MACHINE

STARTS=SELECTION OF CORRECT 80X .

INCLUDES=CETAINING BCX OF MATERIAL FRQM
SHELF

ENDS=TURN FROM SHELF WITH BOX AT WP

CONDITICAS=CPERATOR STANCING AT SHELF
AVERAGE WEIGHT OF BOX.=~ 20 L8S

PER,ALIGN,IN RCLLERS=CGNTROL TAPE (IBM

CTG MACHINE)

STARTS=REACH TC CRANK HANOLE WITH LEFT HAND

INCLUOES~GETTING KNGB CN CRANK ANC CRANKING
TO ALIGN THE PAPER

ENCS=RELEASE OF CRANK ANC RESUME FULL
BALANCE

CONDITIGONS=OPERATOR STANDING AT MACHINE

PER,HANCLE REMOVE ANC INSTALL PAPER ([EM
CTG MACFINE) ENGAGE ANC DISENGAGE
PER BRAKE :
STARTSeREACH TO EBRAKE HANCLE
INCLUDES=ENGAGE OR DISENGAGE BRAKE
ENCS=RELEASE CF BRAKE
CONDITIONS=OPERATOR STANDING AT MACHINE

CASE Ol ENGAGE PAPER BRAKE

02 DISENGAGE PAPER BRAKE

PER,HANOLE JREFCVE ANC INSTALL PAPER (IEM

CTG MACHINE) REMOVE CARRIAGE BAR

STARTS=REACH TC BAR WITH BOTH KHANDS

INCLUDES=MOVE AR DUT CF SLOT TO FRONT
OF MACMHINE

ENDS=WITH RELEASE OF BAR

CONDITIONS=QPERATOR STANOING AT MACHINE

PERJHANCLEREMOVE & INSTALL PAPER (lEM ACCTG
CHINE) INSTALL CARRIAGE BAR

STARTS=REACH TC BAR WITH BOTH KHANOS
INCLUDES=MCVE BAR TG NECESSARY SLOT
ENOS=RELEASE CF BAR

CONDITIONS=QPERATOR STANCING AT MACHINE

PER,HAKOLE JREMCVE € INSTALL PAPER (@M

CTG MACHIANE) wALK ARCUND MACHINE

STARTS«TURN TO SIDE CF MACHINE

INCLUDES=WALKING 2 PACES TO EDGE.TURNING
TOWARD MACHINE,ANC WALKING 2 PACES TC CEANTER

ENCS=TURNEC FACING MACKINE

CONDITIONS=0PERATOR STANCING AT MACHINE

PER,HANCLE,REMCVE €& INSTALL PAPER (18M ACCTC
CHINE) REMCVAL OF PAPER
STARTS=REACH TC PAPER CN MACHINE
INCLUDES=STACK ANC MGVE PAPER AWAY

FROM MACHINE
ENCS=8GCY TURN TCWARLC CLCSET
CONDITICNS=OPERATOR SIANCING AT MACHINE



DATA OCCUP= QUALITY

SCURCE ATION

NS

NS

NS

NS

NS

NS

NS

NS

213

213

213

213

213

213

213

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

ODEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

SOURCE
COO€

DPT1HS

DPT1Hé

OPTINHT

DPT1HE

0PT1HLL

DPT1A5

OPT1Al

DPT1A2

DuMSTOP
ELEMENT

MOMPHO?

MOMPHOB

MOMPHO9

MOMPHLC

MOMPTOL

Thy
VALUE

39

25

83

70

62

MOMSUXX VARIABLE

MOMSUO3

MDMSUO4

72
101

235

123

OPERATION/ELEMENT DESCRIPTION

PAPER,HANOLE ,REMOVE & INSTALL PAPER (IEM

ACCTG MACHINE) PLACE PAPER ON MACHINE
STARTS=MCVE PAPER ON MACHINE
INCLUDES=PCSITIONING OF PAPER TO GUICE
ENOS=RELEASE OF PAPER
CONDITICNS=CPERATCR STANCING AT MACHINE

PAPER,HANCLE,REMOVE & INSTALL PAPER (IgM
ACCTG MACFINE) CPEN PAFER GUIDES
STARTS=REACH TO GUIDES
INCLUDES=PCSITIONING FINGERS,CONTACT ING ANOC
MOVING GUIOE
ENDS~RELEASE OF GUIDE
CONDITIONS=OPERATCR STANCING AT MACHINE

PAPER,HANOLE (REMOVE & INSTALL PAPER (IEM ACCTC
MACHINE)=SLICE PAPER UNOER LEVER & RCLLER
STARTS=REACH TC PAPER
INCLUDES=GETTING & MOVING PAPER UNDER LEVER
TO RCLLER )
ENDS=RELEASE OF PAPER
CONDITIGNS=OPERATGOR STANCING AT MACHINE

PAPER, HANCLE,REMOVE & INSTALL PAPER ([BM
ACCTG MACHINE} FCSITICN PAFER GUIDE 'TO PAPER
STARTS=REACH TO GUIDE KNOB wlTh LEFT -HANC &
PAPER GUIDE WITH RIGHT HANC
INCLUDES=QPENING,MOVING & RELEASING KNCB,
REACKHING TG GUIDE #CVING, POSITICNING
TO PAPER, ANC ADJUSTING TO LINE uP
ENDS<RELEASING GUIDE
CONOITICNS=OPERATOR STANCING AT MACHINE

PLATEN, TURN,KNQE
STARTS=wiTF REACH TO KADB
INCLUCES=GRASP,APPLY PRESSURE AND MOVE XAOB
ENOS~WITH RELEASE OF KACB
CONDITIONS=18M ACCTG. MACKINES

MACHINE ,SET=UP,REPLACE CCNTROL
PANEL IN SMALL OR LARGE BOARD RACK
STARTS=wiTH BCARC I[N CARRYING POSITICN IN
RIGHY HANO, REACH TO BOARD SICE WITH LEFT HAND
INCLUDES=GETTING BOARD AND POSITICNIAG AS
NECESSARY TC MCVE INTC RACK
ENDS=B80ARC [N RACK
CONOITICAS=CPERATOR AT RACK. wT ALLCWANCE=
6 LBS. ALPHABETICAL ACCTG MACKINE
CASE 01 SMALL BOARD RACK
02 LARGE BOARC RACK

MACHINE,SET=UP,GET CONTRCL PANEL FRCM CABINET
STARTS«REACH TOWARC CABINETY
INCLUDES=STOCPING IN FRONT OF CABINET,
IDENTIFYING DESIREDC BCARD,GETTING +ANCLE,
SLIDING BOARD OFF TRACK, ANC LIFTING
BOARC TC CARRY POSITICN

ENOS=B800Y TURNED TOWARC MACHINE ANC 20ARC
IN CARRYING POSITION

MACHINE ,SET=LP,CETAIN CONTROL PAMNEL
FROM SMALL BCARC RACK
STARTS=EYES TC RACK
INCLUDES=SELECTICN OF CESIRED BOARC ANC
OBTAIN BOARC AND CARRY TOWARD MACKINE
ENOS=B80CY MOTICN TOWARC MACHINE
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OATA OCCUP~=
SQURCE ATION

NS

NS

NS

NS

NS

NS

NS

NS

213

213

213

213

212

213

DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

QUALITY SOURCE

MAL

MAL

MAL

MAL

MAL

MAl

MAL

MAL

COOE

CPT1A3

OPY1Aé

oPY1BlA

oerigle

oeT181C

oPT1B10

0PT1B24A

opPT1B28

DWnSTODP
ELEMENT

MOMSUQS

MOMSUO06

MONSUOT

MOMSUOS

MOMSUQ9

MOMSUL0

MOMSUL1

MCrSUL2

Ty
VALUE

134

194

59

137

89

52

T2

OPERATION/ELEMENT DESCRIPTION

MACHINESET=UPs GET CCNTROL PANEL
FROM LARGE BOARD RACK
STARTS=EYES TO RACK
INCLUDES=SELECTING DESIRED BOARD, GETTING
AND MOVING TO CARRYING POSITION
ENDS=00CY TURNED TOWARDC MACHINE ANC POARC
IN CARRYING POSITION

MACHINE ,SET=UP,REPLACE CONTROL PANEL
IN DESK TYPE CABINETY
STARTSeREACH TG FRONT CF BOARD FOR CCNTRCL
INCLUOES=MCYEMENT OF BOARD TO CESIREC TRACK,
POSITIONING OF BOARC AND RELEASING
ENOS=B80G0Y TURN TOWARD MACNINE

MACHINE »SET=UP (18BN 402 CONTROL PANEL)=CPEN
GATE OPERATICN
STARTS=REACH TG GATE HANCLE
INCLUDES=REACKH TO GATE" HANOLE ANC CPEN GATE
ENCS=RELEASE OF GATE HANCLE
CONDITICNS=QPERATGR STANDING IN FRONT CF
ACCCUNTING MACMHINE

MACHINE.SET=UPC(IBM 402 CONTROL PANEL) REMOVE
8CARDC OPERATION
STARTS=REACH TO BOARC
INCLUDES=GETTING BOARDC ANO PLACING
IN. CARRY PGSTITION
ENOS=MOVE TO CESK RACK
CONOITICNAS=OPERATOR STANCING IN FRONT OF
ACCOUNTING MACHINE

MACHINE,SET=UP (1BM 402 CONTROL PANEL)
INSTALL BCARD
STARTS=REACH TC POARC FANOLE
INCLUDES=PMCVING BOARC TO SLOT, POSITIGNING
¢ MOVING DCWN .
ENOS=RELEASE CF BOARC ANC HANDS ASIDE
CONDITIONS=OPERATOR STANCING IN FRCNT CF
ACCCUNTING MACKINE

MACHINE SET=UP (IBM 402 CONTROL PANEL)
CLOSE GATE
STARTS=REACH TO GATE HANCLE
INCLUDES=GETTING HANCLE, STOOPING, ANC
. MOVING HANOLE TO STOP
ENCS=RELEASING HANDLE ANC ARISING
CONDITIONS=0PERATOR STANCING IN FRCNT OF
GATE CF 1BM 402 ACCCUNTING MACHINE

MACHINE +SET=UP(IBM 519 CCNTROL PANELIREMQVE
GATE OPERATION
STARTS=REACH TC DODR HANCLE
INCLUDES=GETTING, ANC COWNWARD ARC MGVEMENT
APPLIED TO ODOCR HAMNDLE
ENOS=RELEASE CF COOR HANCLE
CONDITIONS=OPERATOR STANCING IN FRONT OF
ACCCUNTING PACHINE

MACHINE SET=UP (IBM 515 CONTROL PANEL) REMOVE
80ARD QPERATION
STARTSeREACH TC EBCARC FAANDLE
.~ INCLUDES=GETTING, DISENGAGING LOCK
AND MCVEMENT OF BCARD MANOLE
TG UPRIGHY POSITICN
ENCS=80ARC LIFTEC CUT CF CRADLE
CONDITIONS=OPERATOR STANOING IN FRCONT OF
ACCCUNTING PMACHINE
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DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SQURCE

NS

NS

NS

NS

NS

NS

NS

NS

SOURCE ATION

213

213

213

213

213

213

213

213

MAL

naL

MAL

MAL

MAL

MAL

MAL

MAL

CODE

orTls2cC

oPT1B2D

0PTl834A

opT1B38

oPT183C

DPVIB30

oPT281

opPtT282

OuNSTOP
ELEMENT

MOMSUL3

MOMSUL4

MOMSULS

MOMSULE

MONMSUL?

mMomMsulLe

MOMTHOL

MOMTHO2

™y
VALUE

114

92

55

44

98

75

60

27

OPERATION/ELEMENT OESCRIPTION

MACHINE ,SETeUP (IBM 519 CONTROL PANEL)
INSTALL BOARC
STARTS=MOVE BOSRC IN ODIRECTION OF CRAOLE
INCLUDES=ALIGNING BOARC VERTICALLY TC CRAOLE.
BENOING TC HORIZONTAL POSITION ANC FORCING
BOARC TO LGCX PQSITION
ENDS=80ARD IN FULL LCCK POSITION AND OPERATCR
AT STOOP POSITION
CONDITIONS=OPERATOR STANOING IN FRONT QF
ACCOUNTING MACHINE )

MACHINE ,SET=UP(IEM 519 CONTROL PANEL)=CLOSE
GATE OPERATICN
STARTS=REACH TC GATE MANOLE
INCLUDES=GETTING HANOLE AND CLCSING GATE
ENDS~ARISE FRQP STOOP
CONDITIONS=GPERATOR STANCING IN FRONT OF
ACCGUNTING MACHINE

MACHINE+SET=UP,OPEN GATE TO REMOVE AND INSTALL
CONTROL PANEL BCARC
STARTSewITH REACH TO HANCLE
INCLUDES=STOOPING TO GRASP.GAINING CCNTRCOL
RAISING MANCLE - ’
ENDS=WITH RELEASE OF HANGLE
CONDITIONS=CONTROL PANELS 077,089,514,552

MACHINE  SET=UP,REMCVE CONTROL PANEL BOARC
STARTS=WITK REACH TO BCARD
INCLUDES=GAIN CONTROL CF BOARC & ARISE wiITH
BOARD
ENOS=WITH ARISE WITH BOARD IN HAND
CONDITICNS=CCNTROL PANELS 077,089,514,552

MACHINE ¢ SET«UP, INSTALL CCNTROL PANEL BCARD
STARTS=WITr MCVEMENT OF ROARD TOWARD MACHINE
INCLUDES=PCSITIONING AND ALIGNMENT OF BOARD &

INSERTICN INTO MACHINE .
ENOS=wITH RELEASE OF BOARD
CONDITICNS=CONTROL PANELS 077,089,514,552

MACHINE , SET=UP,CLOSE CONTROL PANEL GATE
STARTS=wITH REACH TO HANCLE
INCLUDES=ALL MOTIONS TC CLOSE GATE
ENCS=WITH ARISE FROM MACHINE
CONDITICNS=CONTROL PANELS 077,089+514,552

TRAYS,HANCLE ,( 18% ACCTG MACHINE)
UNLOCK TRAY FASTENER
STARTS=REACH TO FASTENER CATCH ON TRAY WITH
RIGHT HANC ANC TO TRAY FRONT WITH LEFT HANO
INCLUDES=GETTING CATCH,MQVING IT TC STOP
AND RELEASING<CONTACTING FASTENERMCVING IT
BACK AND RELEASING IT
ENDS=REACH TC FRONT OF TRAY WITH RIGHT HANO
WHILE LEFT HAND RESTS CN FRONT CF TRAY
CONOITIONS=QPERATOR STANDING AT MACHINE

TRAYS,HANDLE . (I1B¥ ACCTG MACHINE) = LCCK TRAY
FASTENER -
STARTS=REACH TC FASTENER
INCLUDES=CONTACT WITH FASTENER CATCH wlT+
SUBSEQUENT MOVEMENT TG CARDS ANC THEN STCP
ENCS=MCVEMENT GF HANCS AWAY FRCM RELEASE AREA
CONDITIONS=OPERATOR STANCING AT MACHINE
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OATA QOCCUP= QUALITY
SOURCE ATION

NS

NS--

NS

NS

NS

NS

NS

L3

NS

213

213

213

213

212

213

213

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

CEFENSE MORK MEASUREMENT STANDARD TIME DATA ELEMENTS

SOURCE
CCDE

oPT283

oPT284

oPT28S

0PT286

opPrTiJIC

DPTiIMLI2

OPK4812

0PK4BY

OPK4B16

DWMSTOP
ELENENT

MOMTHOI

MCMTHOS

MOMTHGS

MOMTHOS

MOMTROL

MOMVTOL

BKPCMO]

BKPCRC1

BKPCSOL

™Y
VALUE

83

30

3

as

77

2

“4

44

3l

TR

OPERATION/ELEMENT DESCRIPTION

AYSoHANCLE (13N ACCTG MACHINE) REMOVE

TRAY

T
[+ [
TR
TR

IN

TA
MA

VE

CA

Ca

CA

38

STARTS=REACH YC HANOLE ON TRAY
INCLUDES=GETTING,ANDO MOVING HANOLE up
REGRASPING TRAY WITH BOTH MANCS AAC MOVING IT
ue
ENOS=TRAY MOVEC QUT,HELD IN BOTH HANCS
CONDITIONS=QPERATOR STANOING AT MACHINE
WY ALLOWANCE = 20 LBS

AVS HANOLE, (I8P ACCTG MACHINE) PUT TRAY
WN

STARTS=MOVE TRAY TO FLAT SURFACE
INCLUDES=RELEASING TRAY AT DESIREC PCSITION
ENCS=HANC ASICE
CONOITIGNS=OPERATOR STANDING AT MACHINE

WY ALLOWANCE = 20 LBS

AYS,HANOLE,(18F ACCTG HACHINE)-PICK LP TRAY
STARTS-REACH TC TRAY

INCLUDES=PICK UP TRAY

ENOS=TRAY LIFTED

CONDITICNS=OPERATOR STANDING AT MACHINE

AVS.HANOLE, (I8N ACCTG MACHINE )=PLACE TRAY
FILE ORANER
STARTSeMCVE OF TRAY TO DRAMER
INCLUDES=PCSITIONING OF TRAY IN CRCER TO SLIDE
IN ANO DOWN WITHIN THE FILE ORAWER
ENOS=RELEASE CF TRaAY
CONOITIONS=QPERATOR STANOING AT FILE CRAMER

PE,REMCGVE,CLD CONTROL TAPE (I8BM ACCTEC

CHINE)

STARTS=REACH TC TENSION LEVER MITH LEFT FANC
AND REAR TAPE GUICE WITH RIGHT HANC

INCLUDES=MCVING TENSION LEVER UPWARD ¢
RELEASING wrILE SINULLTANEOUSLY MOV ING TAFE
FROM PINS & OUT OF MACHINE

ENOS=RELEASING OLD TAPE AND REACHING TG
NEW TAPE

CONODITICNS=INCIVIOUAL STANCING AT MACKINE

RNIER o TURNoKNOB

STARTS=wITH REACH TO KANOB

INCLUDES=GRASP AND MOVE KNOB TO POSITION
PAPER TC EXAMCT ALIGNMENT

ENOS=wITH RELEASE OF KNOD

CONOITICNS=18N ACCCUNT ING MACHINES

RDy MOVE, TO HOPPER

STARTS=REACH TC CARD WITH LEFT HANC

INCLUDES=GETTING AND MCVING CARD TC FCPPER
WETH SUBSECUENT RELEASE :

ENOS=RETURN OF LEFT MAND TO NORK AREA

CONOITIONS=SITTING AT KEY PUNCH MACHINE

ROJREMCVE,FROM RELEASE WCPPER

STARTS=REACH TO CARDS IN HOPPER

INCLUDES=GETTING AND PCVING CARD TC WCRK
AREA € REGRASPING CARD AT WORK AREA

ENOS=CARD AT WORK AREA IN LEFT HANC IN
WORKING POSITION

CONOITICNS=STITTING AT KEY PUNCH MACHINE

ROSIGHT®CHECK 4 PUNCHED

STARTSe=MOVEMENT OF CARCS WITH SOTH HANCS TO UP.
POSITION

INCLUDES=SIGHT CMECK CARCS

ENOS=€YE FOCUS TO SIGHT CHECK CARCS

CONOITICAS=SITTING AT KEY PUNCH MACHINE



OEFENSE WORK MEASUREMENT STANDARD TIME ODATA ELEMENTS

DATA OCCUPe QUALITY SBURCE

SOURCE ATION CODE
FF 213 MAL 8KPKDO1
FF 213 TaL BRPMTXX
NS 213 MAL 0PKX&483
FF 213 FaAL B8KPRTOL
NS 213 AL OPK3B4
NS 213 MAL OPK3BS

THy OPERATICN/ELEMENT OESCRIPTION
VALUE

5 KEY, ODEPRESS

STARTS=WITH REACH TO KEY,HANOS I[N NORMAL
OPERATING POSITION AT KEYBOARC

INCLUDES=REACHING TO,TOUCHING CEPRESSING ANC
RELEASING & KEY

ENOS=WHEN FINGER RATSES, BREAKING CONTACT wiTH
KEY

CONDITIONS=024/026/029 TYPE CARD PUNCH
MACHINES

BKPMTXX VARIABLE MACHINE TIME, OUPLICATE OR SKIP COLUMN(S)

STARTS= (MANUAL CONTRCL) WHEN FUNCTYIOM KEY (S
DEPRESSED. (PROGRAM CONTROL) AUTOMATIC BY
CONTACT SWITCH
INCLUOES=MACHINE TIME TO OUPLICATE OR SKIP
COLUMN{S) IN A PUNCH CARD
ENOS=WHEN SPECIFIED COLUMNS HAVE PROCESSED
THROUGH THE PUNCH STATION OF MACHINE, EXCEPY
CASE 02 ENCS WHEN FINGER (S LIFTEL FRCM
FUNCTION KEY. ADD BXPRTOL FOR
MACHINE REACTION TINME
15 CASE Ol MACMINE PROCESS TIME TO DUPLICATE
10 COLUMNS WITH AUTOMATIC (PROGRAM])
CCNTRCL
3 02 MACHINE PROCESS TIME TO OLPLICATE
A COLUMN WITH KEYBOARC MANUAL
CONTROL
4 03 MACHINE PROCESS TIME TO SKiP 1C
COLUMNS AUTCMATIC OR KEYBOARD
CONTROL
7 G4 MACHINE PROCESS TIME TC SKIP OUT
COMPLETED CARC AND REGISTER
COLUMN 1 CF FCLLOWING CARC AT
PUNCH STATION

29 REGISTER KEY, CEPRESS
STARTS=L0OGK AT KEY
INCLUDES=REACH TO KEY,MOVE ANO RELEASE KEY
ENDS~REACK QUT CF waAY
CONDITIONS=SITTING AT KEY PUNCH MACHINE

6 REACTION TIME,PER CCCURRENCE OF AUTCMATIC SKIP
OR OUPLICATICN

STARTS=WITH QNSET OF STIMULUS AT INSTANT
MACKFINE OPERATION STOPS

INCLUDES=REACTION TIME BETWEEN MACKFINE OPERA=
TION ANC INITUIATION OF RESPONSE MCTION

ENOS=WITH INITIATION OF RESPONSE MCTICNS,SUCH
AS REACH FINGER TC NEXY KEY,ETC.

CONDITIONSeREACTION TINME [S THE INTERVAL 8E~
TWEEN THE QONSET OF THE STIMULUS ANC THE INITle
ATICN CF THE RESPONSE MOTICN CR ACTIOM

30 CARD+BATCH, SEV=UP, REPLACE 1.D. CARC
STARTS=REACH TC CARC ON CESK
INCLUDES=GETTING CARC ANC MOVING TC

BATCH
ENOS=CARD IN PLACE AND BATCH IN LEFT rANC
CONDITIONS=SITTING AT PRINTING CARC PUNCH
MACHINE, CAROS IN CLIPPED BATCHES

53 CARD, BATCH,SET=UP, PLACE BLANK CARD
BEHIND OECK

STARYS=REACH TO BLANK CARC ON CESK

INCLUDES=CCNTACTINGs SLICINGs REGRASPING
ANO MCVING CAROC TOWARCS COMPLETED CECK
ANO POSITICOMING BEMINC DECK

ENDS=BLANK CARC EEHIND DECK HELD I'N LEFT
HANC

CONOITIONS=SITTING AT PRINTING CARC PUNCH
MACHINE, CARDS IN CLIPPED BATCHES .
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0ATA OCCUP=
SOURCE ATICAM

FE

FF

NS

FE

NS

FF

213

213

213

213

213

212

MAL

'

MAL

MAL

MAL

"MAL

MAL

CEFENSE WORK MEASUREMENT STANDARD TIME OATA ELEMENTS

QUALITY SOURCE

CODE

MKPCDXX

MKPSDO1

OPK3AS8

MxPCIOL

CPK3ALS

MKPCOOL

DOwMSTOP ™Y
ELEMENT  VALUE

MKPCDXX VARIABLE

125

245
MKPCDO3 11
MKPCGOL 69
MKPCIO1 47
NKPCMOL 128
MKPCOOL 69

OPERATION/ELEMENT DESCRIPTION

CARD DUPLICATE,80 COLUMNS
STARTS=wITH REACH TO OUPLICATING KEY,HANC IN
NORMAL GPERATING POSITION AT KEYBQARC
INCLUOES=DEPRESSING DUPL ICATING
KEY,ANC PROCESS TIME TG DUPLICATE AN 80 COLUMN
PUNCH CARD
ENOS=WHEN COMPLETED CARD SKIPS QUT OF THE
PUNCH STATIGN
CONOITIONS=NOTE=IF 7 OR MORE OUPLICATIONS ARE
REQUIRED,TINE MILL BE SAVED 8Y CHANGING THE
PROGRAM UNIT TO CONTROL THE MACHINE FUNCTION
AUTCMATICALLY. USING (8M 024/02¢/€29
CARD PUNCH MACHINES
CASE 01 USING PROGRAM CONTROL
02 USING MANUAL CONTROL

CARD,SKIP, OR DUP, MANUALLY, EACH OCCURRENCE
OURING CARD PUNCHING.

STARTS=WITH REACH TO FUNCTION KEY, HANCS IN
NORMAL CPERATING POSITION AT KEYBOARD.
INCLUDES=CONTACTING+DEPRESSING, ANC RELEASING

FUNCTION XEY ANO REACTION TIME TO ENDING OF
MACHINE OPERATION.
ENOS=WITH RELEASE OF CONTACT WITH FUNCTICN KEY
HELDO OURING PROCESS TIME.
CONDITIONS~PROCESS TIME NOT INCLUDED IN THLS
ELEFENT, APPROPRIATE MACHINE TIME MUST BE
AODEC

CARDy GET, NEW PROGRANM

STARTS=REACH TO PROGRAM CARDS ON KEY PUNCH

INCLUDES=LOOKING AT ANC MOVING 15T CARC,
LOOKING AT 2NC CARD, MOVING, REGRASPING ¢
MOVING OQUT 2NC CARD

ENCS=SELECTED PRCGRAM CARO IN RIGHT FAND

CONODITIGNS=OPERATOR IS STANOING IN FRCNT
OF PRINTING CARD PUNCH MACHINE

CARO, INSERT,MANUALLY, INTO READ OR PUNCH
STATION OF CARD BED.
STARTS=WITH MCVE OF CARD IN MAND TOWARL CARC
8ED.
INCLUDES=MANUALLY PLACING AN EAM CARC INTO Twg
PUNCH OR RESD STATION OF A CARC PUNCH MACHINE.
ENOS=WITH CARD IN PLACE AND HAND RETLURNEC TQ
SELF CR TO XEYBOARC.
CONOITIONS=USING 1BM 024/026/029 CARC
PUNCHKH MBCHINES

CARDS, MEASURE, KEYPUNCH
STARTS=GET CARCS AND GAUGE
INCLUDES=ALIGAMENT OF GAUGE TO CARCS, ANC
READING NUMBER ON GAUGE
ENDS=ASIDE GAUGE
CONDITIONS=CARCS AND GAUGE ON TABLE

CARDS,OBTAIN(HANCFUL (AVG 200 CARDS) FROM 4
STANOARDO 2000 COUNT EAR CARD BOX
STARTS=nITh REACH TG LID OF CARD 20X
INCLUDES=CPENING LID, REMOVING HANCFLLL
OF CARDS, AND CLOSING CID
ENOS=WMEN LID IS CLOSEC WITH CARCS
IN CTHER HAND
CONDITICNS=EAP CARDS
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DATA
SOURCE

FE

£F

NS

FF

EF

£F

DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS .

0CCUP= QUALITY SOURCE OunSTOP

ATION CODE ELEMENT
213 MAL MKPCPOL MXPCPOL
213 MAL MCKPCROL MKPCROL
213 MAL DPK3A7 MKPCSOL
212 MAL MKPOAOL ;KPDAOI
213 MAL MKPDCOL MKPGCCL
213 MaL MKPDIOY1 MKPOICY

™y
VALUE

139

60

42

160

106

OPERATIGN/ELEMENT ODESCRIPTION

CARO(PLACE,PROGAAM,ONTO [BM MACHINE PRGGRAM
ORUM
STARTS=uITH MCVE CF PRCGRAM CARD IN GNE FANC
TOWARDS EMPTY CRUN IN GTHER HANC
INCLUDES=PLACING,ALIGNING AND LOCK ING PROGRAM
CARD ONTO FROGRAM ORUM
ENOS=WITH RELEASE OF LOCKING LEVER ON CRUM
ASSEMBLY HELD IN OTHER HAND
CONOITIONS=USING IBM 024/026/029 CARC PUNCH
MACHINES

CARDJREMQOVE , PROGAAM, FRGM [BM MACHINE PROGRAM
DRUM
STARTSeWITE REACH TO CLAMPING STRIP HANOLE ON
DRUM ASSEMBLY HELC IN OTHER HANC
INCLUDES=MOVING HANOLE TO UNLOCK CARC ANC RE=
MOVING CARC FRCM FRCGRAM DRUM
ENCS=WITH EMPTY DRUM IN ONE HANO AND PROCGRAM
CARD IN OTHER HANC
CONDITIONS=USING IBM 024/026/029 CARC PUNCH
MACHINES

CARD, SLOT, PLACE OLD CARD IN

STARTS=RELEASE OF ODRUM BY RIGHT HANC

INCLUDES=REACH TO DRUM.GRASP AND MOVE CRUM
ASIOE WITH RIGHT HANO,LEFT HANO MGVES CARD TC
MACHINE ,REGRASPS CARD, MOVES TO FASTENER THEN
POSITIONS AND RELEASES CARD.

ENOS=RETURN OF LEFT RAND TO REST POSITION

CONDITIONS=OPERATOR IS STANOING IN FRCNT OF
PRINTING CARD PUNCH MACHINE

CAROS,ALIGN,CECK,INTO A PRECISE B8LOCK
STARTS=WITH MCVE OF CECK TO ALIGNING SURFACE,
DECK UNCER CONTROL CF OPERATOR
INCLUDES=PATTING ANC PRESSING A CECK OF EAM
CARDS INTO PRECISE ALIGNMENT
ENOS=WITH ALIGNED CECK IN HAND AND RESTING
UPON THE ALIGNING SURFACE :
CONDITIONS=1/2 TO 2 1/2 INCH THICK DECK OF
EAM CARCS
CECKCHECK,CARD,BY RIFFLING
STARTS=wiITH MCVE OF CECK TQO ALIGNING SURFACE,
DECK IN POSSESSION
INCLUDES=ALIGNING,RIFFLING ANC SIGHT CHECKING
A DECK OF EAM CAROS FRCM 1/2 TD 2 1/2 INCHES
THICK
ENCS=WITH CECK IN MAND AFTER LAST CARC FAS
ESCAPED FROM THUMB CONTROLLING THE SECONC
RIFFLE
CONODITIONS=EAM CARDS

FPQUMLINSTALL «PRGGRAM TYPE ON IBM CARC PUNCFH
MACHINE :
STARTS=nITH MCVE CF CRUM ASSEMELY TOWARC THE
SPINDLE,PROGRAM UNITY COVER (S OPEN
INCLUDES=INSTALLING ANC LATCHING THE PROGRAPN
ORUM IN PLACE.CLOSING THE COVER ANC ENGACGING
THE PROGRAM SENSING MECHANISM
ENOS=WITH HANCS AT REST IN NORMAL CPERATING
POSITION AT KEYBOARC
CONOITIONS=USING IBM 024/026/029 CARC
PUNCH MACHINES
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DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

OATA OCCUP= QUALITY SOURCE OWMSTDP ™y OPERATICN/ELEMENT DESCRIPTION
SQURCE ATION CCDE ELEMENT VvALUE
NS 213 MAL DPK3AL MKPOMXX VARIABLE ODRAWER, MQOVE, OPEN ANC CLOSE CARC CARIMNET

STARTS~REACH TG DRAWER HANDLE WITH EITHFER WAND

INCLUDES=GETTING DRAWER HANOLE, POVING TC
OPEN OR CLOSE CABINET ORAWER

ENOS=RELEASE CF ORAMER HANOLE

CONOITIONS=INCIVIDUAL IS SITTING IN FRONT QF
KEY PUNCH CARD CABINET

49 CASE OQ1=QPEN CARC CABINET ORAMER
42 02=CLOSE -CARC CABINET CRAWER
FF 213 MAL MKPORO1 MKPCROL 91 ORUM,REMOVE, PRUGRAM TYPE,FROM I8M CARD PUNCH
MACHENE

STARTS=W1TE REACH AWAY FRCM NORMAL OFERATING
POSITION AT KEYBOARC .

INCLUDES=OISENGAGING SENSING UNIT,OPENING THE
PROGRAM UNIT COVER ANC REMOVING THE PROGRAM
ORUM ASSEMBLY FROM THE MACHINE

ENOS=WITH CRUM ASSEMELY IN HANOS AT FRGNT QF

800Y
CONOITIONS=USING [BM 024/026/7029 CARC PUNCH
MACHINES )
FF 213 MAL MKPOSXX MKPCSXX VARIABLE DECK +SIGHT=CHECK CARD PUNCHING

STARTSeWITF MCVING CF CECK TO LINE OF vISIOM,
ALIGNED DECK IN HANDS

INCLUOES=LIFTING CECK TO LINE OF VISION AND
SIGHT CRECKING THE PUNCHED FOLES

ENOS=WITH CECK LGWERED TC TABLE OR SELF ANC
STILL IN HAND

CONDITIONS=EAM PUNCHED CARDS

. 35 CASE 01 SIGFT CHECK KEY PUNCHING,FIRST
FIELD
9 - 02 SIGHT CHECK KEY PUNCHING, EACH-

ADCITIONAL FIlELD

FF 213 MAL MKPOTXX MKPCTXX VARIABLE DOCUMENT ,TURN,ASIDE SOURCE. COCUMENT
STARTSewITE HAND ON CCCUMENT WHEN LAST
CHARACTER +AS BEEN PUNCHED .
INCLUDES=TURNING COCUMENT ASIDE,LOCKING T0
NEXT COCUMENT & REAOING FIRST TwO CHARACTERS
OF THE FIRST CATA UNIT
ENCS=wITH FIRST CHARACTERS REAC € STARY OF
KEYPUNCHING
40 . CASE Gl OCCUMENT TURN ASIDE & REAC FIRST
DATA UMNIT ON NEXT DOCUMENT,LAST
FIELD PUNCHED NUMERIC
53 C2 DOCUMENT, TURN ASIDE € REAC FIRST
UNIT CN NEXT COCUMENT,LAST FIELD
PUNCHED ALPHA

FF 213 MaL MKPHLOL MKPHLOL 126 HCP;ER,LC‘D'HORIIDNTAL TYPE, WITH CECK OF
CARDS

STARTS=WITH MCVE CF CECK TOWARC HOPPER

INCLUDES=PUSHING PRESSURE PLATE BACK INSERT ING
CARD CECK, RELEASING PLATE ANC ChECKING AL IGA=
MENT GF CARCS.

ENCS=WITH CARC DECK IN HOPPER ANG HAAGS
RETURNEC TC KEYBOARC.

CONOIVIONS=USING IBM 024/026/029 CARC PUNCH

MACHINE
FF 213 MAL  ®KPHUOL1 MKPMUOL 47  HOPPER,UNLOAC,HCRIZONTAL TYPE CARD

STARTS=wITF REACH TC CARCS IN FOPPER, FANC
EMPTY

INCLUDES=GETTING ANC REMOVING CARDS FRGM HOPw
PER

ENCS=WITK CARCS IN HANC,LIFTEC CLEAR CF
HOPPER

CONOITIONS=USING IBM 024/026/029 CARC PUNCH
MACHINES. CCES NCT APPLY TO REMCVING CARCS
FROM CARD STACKER ON LEFT SIDE CF MACFINE
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OEFENSE WORK MEASUREMENT STANDARD TINME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OwMSTOP T™HY

SOURCE ATION COOE ELEMENT  VALUE
FF 213 MAL  MKPOPO1 MKPGPOL 15
£F 213 MAL  MKPROXX MKPROXX VARIASBLE

4

14

23

. 22

£F 216 TAL  8CABDXX BCABDXX VARIABLE
15

26

FF 216 MAL - BCAKDO1 8CAKOOL 5
FF 216 MAL  BCAKDOZ BCAKDO2 3
£F 21¢ MAL  BCAKDO3 BCAKDO3 15

OPERATICN/ELEMENT DESCRIPTION

X/ OVERPUNCH
STARTS=DURING PUNCHING WITH REACH TO MULTI=
PUNCK KEY
INCLUDES=PUNCHING TwWO CHARACTERS INTC A SINGLE
COLUMN OF AN AQP CARD
ENOS=WITH RELEASE OF MULT[=PUNCH KEY

DATA READ, (ACDITIONAL DAVA UNIT) FROM SOURCE
COCUNENT
STARTSoMITE A LOOK TC NEXT INFORMATICN SCURCE
INCLUOES=ICENTIFYING &€ READING 0ATA
ENOS=WITH FIRST CHARACTER(S) REAC ANC START OF
KEY PUNCHING
CONOITIONSeNOTE=~GOOD=SOURCE DOCUMENTS ARE
THOSE . HAVING GODOO LEGIBILITY AND wiITH THE

UNITS COF DATA IN THE SAME ORDER FROM COCUMENT

TO COCUMENT
FAIR=SOURCE DOCUMENTS ARE THOSE wiTh GOOC
LEGIBILITY ANC RANDOM CROER OF CATA FROM

DOCUMENT TO DOCUMENT OR WITH THE UNITS OF DATA

IN THE SAME ORDER FROM OOCUMENT TG COCUMENT
BUT WITH POOR LEGIBILITY
POCR=SOURCE OOCUMENTS ARE THOSE wITk 80Thk
POOR LEGIBILITY AND RANOOM ORCER CF DATA
CASE 01 FRCM MISCELLANEOUS COCUMENTS CLASSI=
FIED GOCD
02 FROM MISCELLANEOUS COCUMEAT CLASSI=
" FLED FAIR
03 FRCM MISCELLANEOUS OOCUMENT CLASSI=
F1EC PGOR
04 FRON PUNCH CARD TRANSCRIPT SOURCE
OOCUMENT :

BAR, DEPRESS,OF 10 KEY ADCING OR CALCULATCR
MACHINE
STARTSeWITH HANO ON KEY BOARD & REACF TO BAR
INCLUDES=GET, CEPRESS € RELEASE BAR
ENOS=WHEN MACKINE HAS COMPLETEC THE PRINVING
PROCESS . .
CONDITIONS=10 KEY ACCING CR CALCULATCR MACHINE
NOT APPLICABLE TO MULTI=COLUMN CALCULATOR
CASE=01=DEPRESS PLUS GR MINUS AAR
02=-CEPRESS TOTAL BAR

KEY, OEPRESS, ACCING MACHMINE OR CALCULATCR
STARTS=nlTK REACKH TO KEY, FINGERS CN HOME KEY
INCLUDES=CCNTACT ANC CEPRESS KEY
ENDS~WITH FINGER RATSEC TO RESTORE KEY
CONDITIONS=MACHINE USED LESS THAN ONE HOUR PER

DAY € NOT APPLICABLE TC MULTI=COLUMN MACFINE

INTERMITTENT USE. INCLUDES TIME TC RESTORE KEY

BETWEEN KEY STROKES

KEY,DEPRESSs 10 KEY ADOING CR CALCULATING
MACHINE, USEC 1 CR MORE FOURS PER CAY

STARTS=WITH REACH TO KEY, FINGERS ON FCME KEY.

INCLUDES=CCNT 2CT ANC OEPRESS KEY.

ENOS=wITh RELEASE OF KEY.

CONDITIONS=NOT APPLICABLE TO MULTI=CCLUMN
CALCULATING MACHINE, CONTINUOUS USE.TIME TO
RESTORE KEY IS LIMITEC OUT BY REACH TQ
NEXT KEY

KEY,OEPRESSs ENTER FIRST DIGIT ON MULT [=COLUMN
KEYBCARC CALCULATOR
STARTS=wiTh LOOK TO KEYBOARD TO LOCATE CCLUMN
INCLUDES=CCNTACT AND CEPRESS KEY
ENDS=wITH RELEASE OF KEY, HANC OVER KEYBOARC
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DEFENSE WORK MEASUREMENT STANOARD TIME OATA ELEMENTS

DATA GCCCUP= QUALITY SOURCE DuNSTOP Ty OPERATICON/ELEMENT DESCRIPTION
SOURCE ATION CCOE ELEMENT VALUE
FF 216 MAL 8CAKDO4 BCAKDO4 8 KEY, DEPRESS, ENTER ADDITIONAL DIGIT ON NULTI=

COLUMN KEYBOAMRD CALCULATCR OR ADDING MACHINE.
STMRTS=kITH REACH TO KEY ANO HANC ON KEY BOARD
INCLUDES=CGNT 8CT ANO DEPRESS KEY
ENOS=uITH RELEASE OF KEY.
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OEFENSE WORK MEASUREMENT STANOARD TIME OATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OWMSTDP MU
SOURCE ATION CCDE ELEMENT VALUE

FF 216 TAL BCAMRXX BCAMRXX VARIABLE

26

19

20

15
53

70

23

12

17

13

78

20

36

19

222

13

MA
Ca

45

OPERATION/ELEMENY DESCRIPTION

CHINE JRUN TIME.FOR MULTI=COLUMN KEYBOARD
LCULATOR
STARTSwNHEN ACTUATING PAR MAKES CONTACY
INCLUDES=MACHINE RUN TIME ONLY ANC CARRIAGE
TRAVEL IF 1T OCCURS
ENOS=WHEN ACTUATING BAR BREAKS CONTACT
CONDITIONS=TIME AND OESCRIPTION VARIARLE BY
CASE
CASE OL FIRST DIGIYT OF MULTIPLIER WHEN
USIANG FRICEN CALCULATGOR. AGTE (NOT
APPLICABLE TO SQUARE ROOT CALCULATORI

02 EACH ACDITICNAL OIGIT OF MULTIPL IER
WHEN USING FRIDEN CALCULATCR.NOTE (NOT
APPLICABLE TO SQUARE ROOQT CALCULATOR)

03 CARRIAGE TRAVEL FOR FRICEN, MARCHANT,
ANC MCNROMATIC CALCULATOR,EXCEPT WHEM
COMPUTING QUOTIENT CN FRICEN AND TNE
QUOTIENT ANC PRODUCY ON MARCHANT OR
MONROPATIC (NOT APPLICABLE TO THE
SQUARE ROOT CALCULATOR).

04 CLEAR FRICEAN CALCULATCR.

05 FIRST CIGIT OF MULTIPLIER USING &
MARCHANT CECI=MAGIC CALCULATOR,
(EXCEPY THE 2ERQ}.

06 EACH ADDITIONAL DIGIT OF THE MULTIe
PLIER ON A MARCMANT DECI=MAGIC
CALCULATOR, (EXCEPT IERQ}.

.07 EACH OIGET IN MULTIPLIER USING A
MARCHANTY MOCEL CM/EFA.

08 FIRST CIGIT OF THE MULTIPLIER USING
A MCONRCMATIC 88N CALCULATCR (EXCEPY
LERC).

09 FIRST ANC SECONO OIGITS OF ThE
MULTIPLIER USING A MONROMATIC 88K

' CALCULATOR (EXCEPT ZERO).

10 EACH ACDITIONAL DIGIT OVER 2 CF THE
MULTIPLIER USING A MONRCMATIC B88A
CALCULATCR (EXCEPY ZERC).

11 ENTER DIVIDEND USING A& FRICEN
CALCULATOR, NO CARRIAGE TRAVEL AND NCT
APPLICABLE TO THE SQUARE RQCT
CALCULATGR

12 REGISTER OIGIT VALUE CF THE QUO=-
TIEAT USING A FRIDEN CALCULATCR,
(EXCEPT ZERO) AND NCT APPLICABLE TO
THE SCUARE ROOT CALCULATQOR,

13 CARRIAGE TRAVEL WHEN CUOTIENT IS
BEING COMPUTED USING A FRICEN
CALCULATCR. (NOT APPLICABLE TC THE
SCUARE ROOT CALCULATOR)

14 REGISTER THE FIRST CIGIT CF THE
QUOTIENT USING A MARCHANT CECI=MAGIC
CALCULATOR. (INCLUDES ZERC)

1S REGISTER EACH AOOITIONAL CIGIT OF
THE QUOTIENT USING A WARCHANT DE(I-
MAGIC CALCULATOR. (INCLUDES LERQ)

1€ CARRIAGE TRAVEL WHEN COMPUTING QUO~-
TIENT USING A MARCHANT CECI=MAGIC
CALCULATOR

17 REGISTER FIRST OIGIT COF THE QUO=
TIENT USING A MARCHANT MOCEL CM/EFA
CALCULATOR. (INCLUDES Z€ERC)

18 REGISTER EACH ADDITIONAL CICGIT OF
THE QUOTIENT USING A MARCHANT NMOCEL
CM/EFA CALCULATOR, (INCLUDES lERC)

19 CARRIAGE TRAVEL WHEN CCMPUTING QUO=
TIENT USING A MARCHANT POCEL CM/EFA
CALCULATOR.

20 REGISTER FIRST OIGIT CF THE QUO=
TIENT USING A MONRCOMATIC CALCULATOR,
(EXCEPT ZEPC)

21 REGISTER ACCITIONAL OIGIT OF THE
QUOTIENT USING A MONRCMATIC CALCL=
LATGR. (EXCEPT ZERQ)



DATA
SOURCE

£F

FE

FF

FF

OEFENSE WORK MEASUREMENT STANDARD TIME 0DATA ELEMENTS

QCCUP= QUALITY SOURCE

ATION CCOE
216 TAL BOMMT X X
218 mAL MCADEXX

N
216 MAL MCAMC XX
2l¢ MAL MCAMRXX

OWMSTOP
ELEMENT

THy
VALUE

BCAMTXX VARIABLE

43

23
20
33

21 -

MCADEXX VARIABLE

51

13

1¢

165

153
231

15
12
24

MCAMCXX VARIABLE

24
17

MCAMRXX VARIABLE

38
22

OPERATICN/ELEMENT OESCRIPTION

MACHINE TIME,FOR 10 KEY MACHINES

STARTSeWITH KEY DEPRESSED.

INCLUDES=MACHINE TINME CNLY.

ENOS=wHEN MACHMINE STOPS.

CONOITIGNS=CASES 01,02 ANO 03 APPLY WHEN US ING
A 10 KEY ACOING MACFINE WITKH CNE RCwW CF
MULTIPLIER KEYS. REMINGTON TYPE MACHINE.
CASES 04 ANC 05 APPLY WHEN USING 10 KEY CALCL=
LATOR, FRICEN TYPE MACHINE
CASE Gl WULTIPLY BY 1 OR LAST MULTIPLIER

DIGIT.
02 MULTIPLY 8Y ACCITIONAL OIGIT.
03 GET TCTAL OF AODITIONS.
04 MULTIPLY BY | CIGIT
05 MULTIPLY BY ACOITIONAL OICGIT.

OIGITIS), ENTER
STARTS«LOOK TC NUMERAL, OPERATOR AT %ORK PLACE
FACING CALCULATOR, wiTF HANC ON KEYEOARC
INCLUDES=READ AUMERAL, LOOK TO KEYBOARC ANO
ENTER NUMERAL INTC KEYBOARD
NOTE=NO EYE TRAVEL IN CASE 2,3,7,8 ¢ §
TIME INCLUCES MACKRINE RUN TIME IN CASE ¢ [
ENOS=CASE 1424304457 € 8=LAST DIGIT ENTEREC,
WITk FAND CMN KEYBCARD
CASE ¢ € 9=wHEN ACTUATING BAR BREAKS CONTACT
COMDITIONS=MULTI=COLUMN & 10 KEY CALCULATOR
CASE OL ENTER FIRST DIGIT INTO MULT[«COLUMN
KEYEOARD, QR 10 KEY SMALL KEYBQARD
FRICEN CALCULATOR
ENTER ACOIYIOMAL CIGIT(S)
FIFTr OIGIT IATO
C2 MULTI=COLUMN KEYBOARD CALCULATOR
€3 A 1C KEY=SMALL KEYBGARC FRICEA
CALCULATOR .
ENTER FIRST SIX CIGITS OF A NUMBER
04 MULTI=COLUMN CALCULATOR
05 A 10 KEY=SMALL KEYBOARC FRICEA
. CALCULATOR .
06 THE MULTIPLIER KEYS OF A MARCFANT
CALCULATQR
ENTER EACH AOCITIONAL OIGIT(S), FAQM 7
THRCUGH 10 CIGITS IATC
07 A MULLTICCLUMN CALCULATOR
08 A 10 KEY SMALL KEYBOARC, FRIDEN
CALCULATOR
09 THE MULTIFLIER KEYS OF A MARCFANT
CALCULATOR

THRCUGKr

MACHINE,CLEAR
STARTS«WITH HAND CN WRITING SURFACE RITHIN 12
INCHES CF CLEARANCE KEYS
INCLUDES=REACH & CEPRESS KEYS € MACHINE RUN
TIME
ENCS=WHEN PACHINE RUN TIME IS COPPLETED CR
FINGER RAISED FRGM KEY
CONDITIONS=SEE CASES FCR TYPES OF MACK INES
CASE C1 MACHINE,CLEAR TO AOD OR SURTRACT
CN FRIDEN CALCULATOR
02 MACHINE CLEAR TO ADC CR SLETRACT ON
MARCHANT CALCULATOR

MACHINE ,RUN TIME,FRIDEN CALCULATCR
STARTSewkEN MLLTIPLY BAR MAKES CCNTACT
INCLUDES=MACHINE RUN TIME TO CLEAR OIALS
CARRIAGE TRAVEL TIME AND TIME TC MULTIPLY BY
LST ANC ACCITICONAL CIGIT(S)
ENOS=WHEN MULTIPLY BAR BREAKS CONTACT
CONOITICAS~MULTI COLUMN FRIDEN CALCULATGR
CASE Ol MACHINE RUN TINME TO MULTIPLY &Y
. THE 1ST DIGIT OF THE MULTIPLIER
C2 MACKHINE RUN TIME TO MULTIPLY @Y
ABCITIONAL CIGIT OF THE MULLTIPLIER
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OCCUP= QUALITY SQURCE DuMSTDP ™y
SOURCE ATION

OEFENSE WORK NEASUREMENT STANDARD TIME DATA ELEMENTS

CO0E ELEMENT VALUE

maL MCATTO1 MCATTC1 58 TAPE,TEARPRINTING CALCULATOR
STARTS=uITH HAND ON KEY BOARD,REACH TC TAPE
INCLUCES=GET,PULL & TEAR QFF TAPE

ENDS=WITH TAPE IN HANC

OPERATICN/ELEMENT OESCRIPTION

CONDITIONS=PRINTING ADCING OR CALCULATOR

MACHINE

MAL TCAAAXX TCANAXX TABLE MACHINEACDITION,WITH TEN XEY ADOING OR
CALCULATCR MACHIMNE

STARTS=wiTH OEPRESS KEY,
EYES CN NUMERAL

INCLUDES=ENTER NUMERAL INTO MACHINE,
ADD BAR, MACHINE PRINTS NUMERAL ON TAPE, AND
LOOK YO NEXT NUMERAL

ENOS=WMEN TOTAL BAR BREAKS CONTACT ANO MACHINE
RUN TIME IS COMPLETED, MAND ON KEYBOARD
QUANTITIES

AVERAGE

NO. OF 2
DIGITS IN
QUANTITY A
&2
68
714
1]
1.}
92
98

OOVENOASL WN-
RLeTOMMOOm™S

-
-

11
K

COV®~NOCOWVMELEWN-
RETONMNMOO®D»

-

52

104
110
116

224
257
290
323
356
38$
€22
455
408

3
e

80
89
98
107
116
125
134
143
152
161l
12

242
278
3le
350
386
422
458
494
530
1 566

NUMBER OF

4

C

98
110
122
134
14¢
158
170
182
194
20¢

13

N
260
299
338
17
ale
455
“94
£33
572
611

[+
116
131
146
161
176
191
206
221
236
251
14

278
320
362
404
446
488
530
572
(3%}
e56

6

134
152
17¢
188
206
224
242
260
278
29¢
15
R

296
341
386
431
©7¢
521
566
61l
656
701

152
173
194
215
23¢
251
278
29%
320
36l
16

314
362
410
4ce
50¢
54
602
¢50
69¢e
T4¢

G
17¢
154
218
42
266
290
2l4
338
262
38¢
17

3132
28
434
485
£l¢
$817
€3
&8s
14C
91

9

o
188
215
242
269
29¢
323
350
mn
404
431
18
v

3s0
4«04
458
12
L1
620
&74
728
182
e3¢

MAL TCADAXX TCAMOXX TABLE MACHINE,OIVISION,ENTER FIRST ANC ACCITICNAL
DIGITS IN CIVIDEAND

GPERATING PCSITIOAN
INCLUDES~READ AND ENTER NUMERAL OF CIVIDEND
INTG MACHINE,
AND ENTER NUMERAL OF CIVISOR ANC CEPRESS

DIVICE taAR

ENOS=WHEN CIVICE BAR MAKES CONTACT ANC MACMHINE

RUN TIME STARTS, HANO CN KEYBOARC.

AND OIVISOR
STARTS=WITF LOCK TO NUMERAL,HAND [N ACRMAL

AT KEYBOARC

DEPRESS CIVO.

OR A0C BAR,

CONDITICNS=NO MACHINE RUN TIME [NCLULEC
OF DIGITS IN CIVICENC

NUMBER

NUMBER |
OF DICTS
I

DIVISCR

A
124
137
150
163
176
238
253
268
283
298

QOV®~NO VS WN -
XL TOMMMIOD®D>

-~

«7

2

[}
137
150
162
176
189
251
266
281
29¢
311

3

C
150
163
17¢
189
202
264
271s
294
309
324

4

0
1613
176
186
202
21%
217
292
107
322
37

5

E
176
189
202
215
228
290
305
320
335
350

[}

I3
238
251
264
2117
29C
352
367
282
3917
4L2

7

G
2s2
26¢
2718
292
30¢
€17
382
3917
412
4217

9
2¢ee
281
iS4
307
jac
a2
357
“i2
427
442

HAND ON KEYBOARC ANO

CEPRESS

J
206
23¢
266
29¢
32¢
356
38e
416
446
w76

1¢

368
425
482
S3s
596
653
71C
767
824
881

REAC

J
2€3
256
3¢S
322
335
387
412
«21
442
457

10

X
26¢E
311
224
33
35¢(
LR P
4z
44
¢
LR Y



DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

OATA OCCUP= QUALITY SOURCE OWMNSTOP ™y OPERATICN/ELEMENT OESCRIPTION
SOURCE ATION COOE ELEMENT  VALUE
FF 216 MAL TCAMBXX TCAMMXX TABLE MACHINE s PULTIPLICATION,WITH CALCULATOR

FF

FF

21e

216

STARTSewITH LOCK TO NUMERAL,OPERATOR FACING
CALCULATOR § EAND ON KEYBOARD

INCLUDES=READ & ENTER CIGITS REQUIREC.ACTUATE
MULTIPLY BAR & MACHMINE RUN TINME

ENOS=WwHEN PULTIPLY BAR BREAKS CONTACT,OPERATOR
FACING CALCULATOR

NUMBER NUMBER DIGITS IN MULIPLICAND

OIGITS I 2 3 & S & 1 & S 10

IN A ®& € ©0 € F 6 M J «x

mULTI

PLIER
1L A 166 179 192 205 218 280 295 310 325 34C
2 212 225 238 251 313 328 343 358 313
3¢C 258 271 284 346 261 37¢ 3S1 4Cé
40 304 317 379 394 405 424 43S
5 € 350 412 427 442 457 412
6 F 494 505 524 539 St
76 t44 555 574 SES
8 h B 594 6C9 624
9 J . 644 625
10 654

NAL TCADBXX TCAMRXX TABLE MACHINE+RUN TIME.FOR OIVISION OPERATIONS ON
CALCULATCRS
STARTSeHHEN ACTUATING BAR MAKES CONTACT
INCLUDES=MACHINE RUN TIME. TO ENTER OIVICEND,
CARRIAGE TRAVEL TO LINE=UP, REGISTER CIGITS IN
QUOTIENT ANC CARRIAGE TRAVEL WHEN COMPUYING
QUOTIENT
J ENDS=WHEN MACHINE STOPS AND QUOTIENT rAS
REGISTERED .
NUMBER OF DIGITS IN CUOTIENT
3 4 5 [ 7 8 9 10-
CALCULATORS A 8 [ c € F G H
FRICEN A 137 1564 197 260 283 32¢ 36S 4l¢
MONROMATIC B 248 261 274 287 3CO 2313 32¢ 33
MARCHANT C 92 99 106 113" 120 127 ‘134 141

DECIeMAGIC -
MARCHANT 0 65 74 63 92 101 110 116 12¢
CM/EFA
MAL  TCASCXX TCAMSXX TABLE  MACHINE,SUBTRACTION.TEN KEY ADDING MACHINE OR
CALCULATCR

STARTS=MIT+ CEPRESS KEY, HAND ON KEYBOARC AND
EYES CN NUNERAL
INCLUCES~ENTER NUNERSL OF MINUENC INTG
MACHINE, CEPRESS ALD BAR, MACHINE RUAS, LOOK
TO NUMERAL, ENTER NUMERAL OF SUBTRAFENO,
DEPRESS MINUS AND TCTAL BARS
ENCS=WHEN TOVAL 8AR BREAKS CONTACT ANC MACHINE
RUN TIME IS COMPLETED, HANDO ON KEYRCARD
NUMBER OF OIGITS IN MINUEND
1 2 3 4 5 ¢ 1 &8 9 10
NUMBER GF
OIGITS 1IN
SUBTRAMEND A4 B C C E F G + J K

1 A 62 65 68 T1 74 77 BO €3 8¢ €9

2 8 68 71 74 77 80 83 8¢ 8 S2

3 C. 764 77 80 83 86 85 92 S5

4 0 80 83 86 89 52 95 S8

5 € 8 89 S2 S5 98 101
6 F 92 95 S8 101 104
17 G 98 1C1 1C4 107
8 ] 1C4 107 110
S J 110 113
10 K 116
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DEFENSE WORK NEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUPe QUALITY SOURCE OwnsSTOP ™y OPERATICN/ELEMENT OESCRIPTION
SOGURCE ATION CODE ELEMENT vALUE
sl 222 MAL C=26 miocacl 1119 CARD ¢ANNOTATE,ACJUSTMENTS FROM SHIPMENT PLAN=

NING WORKSHEET

STARTS=WITH READ AOJUSTED LINE ITEM NUMEGER

INCLUDES=ELEMEATS RECUIRED TO OBTAIN CARC,TO
TRANSCRIBE CUANTITY SHIPPED, QUANTITY ADJUSTED
ANO TOTAL PILECES

ENOS=TRANSCRIBE QUANTITY FROM SHIPMENT PLAN=
NING WORK SHEET TC MRO CONTROL/STATUS RECUEST
CARD{(28M)

CONOITIONS=APPLICATIGN FOR MRO CCNTRGL/STATUS
REQUEST CARC CNLY

$1 222 nat C=38 MIDCSOL 450 CARDSELECT,CATA

. STARTSeuITK READ AND RETAIN NUMBER OF OESIRED
OATA CARD

INCLUCES=READ CESIREC CARO,O8TAIN CARC DECK,
SEPARATE CARDS FOR READING ANC REAC NUMBERS

ENOSeWITH REMOVAL OF OES [RED CARC

CONDITICNS=SHIPPING CEBCUMENTATION

s1 222 natL C=25 #100AOL 593 OOCUMENT ,ATTACH.TO DATA CARDS
STARTSeuITF A REACH TO DOCUMENTS
INCLUOES=ELEMENTS RECUIRED TO JOSTLE COCUMENTS
ANG CARCS=FCLC DOCUMENTS ANC SECURE.
ENOS=WITH RELEASE OF DOCUMENTS ANC CAROS
CONDITIONS=SHIPMENT PLANNING OOCUMENTATION

s1 222 LIS C=37 NIDOMXX VARIAGBLE DOCUMENTS o MATCH
‘ STARTSenITH REACH TO CCCUMENTS
INCLUDES=ELEMENTS TO OBTAIN OOCUMENT, SCAN
' DOCUMENT ANDC REAO AND RETAIN SHIPPING UNIT
NUMEER(S.U.N.) ’
ENOS«WITH ASICE VERIFIED COCUMENT
CONOITICNS~GBL ,0C134821,CONSIST LIST

97 CASE OL TIME TQ REAL ANO RETAIN NUMBER ON
' FIRST COCUMENT
190 02 TIME TC CCMPARE NUMEBER ON EACH

ADCITIONAL COCUMENT,INCLUCES COCUMENT
OBTALN ANC ASICE.TINE PER EACF CCC~
UMENT

sl 222 MAL C=21 MIDOROL 492 DOCUMENT ,REVIEM ,SHIPMENT PLANNING WORK SFEET,
FOR ENTRIES,MATCH CARDS

STARTS=WITH REACH TQ CCCUMENT(S)

INCLUDES=MOTIGNS NECESSARY TO CBTAIN COCUMENT,
MOVE TO WORK AREA, REVIEW FOR ENTRIES ANC
SELECY CaARCS

ENOS=WITH CARCS REMOVEC FROM TRAY

CONOITICAS=APPLIES TC SHIPMENT PLANNING
DOCUMENT ONLY,TIME PER CARD MATCHEC

s1 222 LLIN C=28 MLDORO2 297 OCCUMENT ,REVIEW, PULL CARDS TO CCMPARE CATA.
STARTS=WITH REACH TO DOCUMENT
INCLUDES=ELEMENTS TO REMCVE OCCUMENT, SCAN
DOCUMENT= SCAN CAROS AND SELECT RECUIRED CARCS
ENOS=WITH CARCS REMOVEC FROM TRAY
CONOITIONS=APPLEES TQO CD1348=1 SKHIPPING
DOCUMENT OMNLY,TIME PER DOCUMENT/CARC MATCHED

si 222 nAL Cole=5 SIOCMXX VARIABLE CARDSMATCH,TO SHIPMENT PLANNING WORKSHEET
(SPWS)OR 0D1348=] SHIPPING OOCUMENTS
STARTS=niTH A REACH TO DCCUMENTS/CARCLS
- INCLUDES=ELEMENTS RECUIREC TO OBTAINLREAC AMND
. MATCH CCCUMENTS.ALIGN AND ATTACKr CARCS TC 00C~
MENTS AND PLACE IN BASKET FOR KEYPUNCH
ENOS=WITH COCUMENTS IN BASKEY
CONDITIONS=VARIOUS ACTIONS ARE NOTED FOR EACH

CASE
852 CASE 01 NO ADJUSTFENTS TO SPuS
2290 02 SHORTAGE/OVERAGE ANNQTATEC=SPwS
2354 C3 EXTRACT ANNGTATED TQ SPWS .
547 04 NO ADJUSTMENTS TO 1348=1 COCUMENT
1243 0S5 CVERAGE/SHCRTAGE ON 1348=1
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DATA OCCUPe QUALITY SCURCE OWMSTOP  TMU
SOURCE ATION CODE ELENENT VALUE
cL 222 MAL  ECPG SLoPCOL 5752
si 222 MAL  T=32e33 STYMPXX VARIABLE
5292
5123
cL 222 MAL  ECwP MWRNWG L 1us3
oL 222 MAL  ECMR . SWRCLOL 3068
cL 222 MAL  ECMS SWRCCC2 1578
cL 222 MAL  ECRC SWRCPO1 3625

OEFENSE WORK MEASUREMENT STANDARD TINME DATA ELEMENTS

OPERAT ION/ELEMENT DESCRIPTION

PLANGGRAPH,CCMPLETE

STARTSekITI REACH TO GET PLANOGRAPH

INCLUDES«=ALL ThE NOTIONS NECESSARY TO GET
PLANOGRAPHL.GET PENCIL FROM POCKET,CRAU OIAGRAM
OF STORAGE AREA,ANNOTATE LOCATION.STOCK NUMSER
ANO LOT NUMBER,NOMENCLATURE (21 LETTERS), SIGN
AND OATE,ASIDE PLANOGRAPH AND RETURN PENCIL 10
POCKET

ENOS=ulITh PENCIL/PEN RETURNED TO POCKET

MESSAGE, PREPIRE,FORN,CO 173
STARTS=aITH TURN QF CHAIR
INCLUDES=ALL ELEMENTS RECUIRED TO PLACE
DOCUMENT IN TYPEWRITER~OBTAIN COPY MATERIAL
ANC TYPE MESSAGE. PRCOF READ AFTER COMPLETICN
ENOS=WITH ASIOE FINISHED MESSAGE
CASE 01 MESSAGE FGR ORUG SHIPMENTS
02 BIOLOGICAL MESSAGE

PRIORITY NUMBER,WRITE
STARTS=w[TH SCAN COCUMENT TGO LOCATE wRITING
PCINTIPENCIL ANO CTOCUMENT IN HANO)
INCLUDES=ALL THE MOTIONS NECESSARY TC LOCATE
WRITING POINT ANOC PRINT THREE LETTERS,DASH
ENDS=WITF wRITING CCMPLETE(PENCIL ANC COCUMENT
IN HANC)

CARDIMAGAZINE CATA) ,COMPLETEIRECEIVING)

STARTSeWITH REACH TO GET CARD

INCLUDES=ALL THE MOTIGNS NECESSARY TO CET
MAGAZINE CARD,GET PEN FROM POCKET,ANNCTATE
CARD WITH STOCK NUMBERNOMENCLATURE,LCCATION,
TYPE STCRAGE.LCT NUMBER,CONCITION,AMOUNY PER
PACKAGE yPACKAGES PER STACK,LIGHT PACKAGES PER
STACK+OATE,COCUMENT NUMBER,PLUS OR MINUS,

- QUANTITY,BALANCE.SIGNATURE ANC REMBARKS,ASIDE

CARC ANC RETURN PEN TC POCKET

ENOS=WITH ASICE CARC AND RETURN PEN TO POCKET

CARD{MAGAZINE OATA),COFPPLETEISHIPPINC)

STARTS=nIT+ REACH TO GET CARD

INCLUDES=ALL THE MOTIONS NECESSARY TC CET
CARDJGET PEN FROM POCKET,ANNGTATE CARC WITH
OATE,CCCUMENT NUMBER, MINUS CUANTITY BALANCE,
SIGANATURE ANC REMARKS ,ASIDE CARC ANC RETLRN
PEN TC POCKET

ENOS=wiITH ASICE CARC AND RETURN PEN TO PCCKET

CARDI(BIN REPLENISHMENT=CC FCRM 856),PREPARE

STARTS=WITH TURN BODY FRQOM CART

INCLOUES=ALL THE MOTICNS NECESSARY TG TURN AND
GET FCRM DD 856(BIN REPLENISHMENT CARC)IFROM
CART,GET PENCIL FRGM PCCKET,WwRITE PRIGRITY
CODE+BIN LCCATION,BULK LOCATION,STCCK NUMBER,
QUANTITY,OATE(FOUR CIGITS),SIGNATURE, INVCICE
NUMBER CN CARD(TEAR (FF PERFORATEC PORTICN
FROM TAG,ATTACH"SIGNAL"™TAG UNCER BIN TAG
HOLOER,ASIDE~NCTICE"AND REGUEST TAGS TO CART,
RETURN PENCIL TO POCKET,REMCOVE "SIGNAL"PCRVTICN
OF TAG FROVM BIN,OESTRQY"SIGNAL®"FCRTION OF TAC

ENDS=WITH CESTROYNSIGNAL"PORTICN CF TAG
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DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

ODATA QOCCUP= QUALITY SOURCE OwnsSTOP Ty OPERATION/ELEMENT QESCRIPTION
SOURCE ATION CODE ELEMENT VALUE
oL 222 MAL ECRP SHROPOL 429 COCUMENTIPER PALLET SHIPPEC OR RECEIVEL),
PROCESS

STARTS=wITH VISUAL CCUNT CF CONVAINERS
INCLUDES=ALL THE MOTIONS NECESSARY TG COUNT
THE NUMBER CF CONTAINERS ON TMHE PALLET,GET
DOCUMENT,GET PENCIL FRCM POCKET WRITE THE
NUMBER CF CONTAINERS CN THE PALLET,ASIDE
DOCUMENT ,GET WORKSHEET MAKE TALLY(TICK)MARK CN
WORKSHEET,ASICE WORKSHEEY ANO RETLAN PENCIL 1O

POCKET
ENCS=WITr ASICE WORKSHEET AND RETURN PENCIL TO
PCCKET
oL 222 MAL ECSB SWRCPO2Z 917 DOCUMENTI(PER BILL 6F LAQING=SHIPPING), FROCESS
STARTS=wiT+ REACH TQ GET DOCUMENT(RILL OF
LADING)

INCLUDES=aLL THE MOTIONS NECESSARY TC GETY
OOCUMENT(BILL CF LACING).SCAN FOR REFERENCE
POINTS,REAC CONSIGNEE NAME AND ADCRESS,GEY
PENCIL FROM POCKET.SIGN OOCUMENT,CATE COCUMENT
AND RETURN PENCIL TO POCKET,FOLO ANC INSERT
DOCUMENT IN ENVELCPE, ASIDE ENVELOPE

ENOS=wiITH COCUMENT IN ENVELOPE ANC ASICE

oL 222 MAL ECRB SWADPO3 1495 DOCUMENT(PER BILL OF LAOING RECEIVED),FROCESS
STARTS=wITH DOCUMENT IN HAND
INCLUDES=ALL THE MOTIONS NECESSARY TO LOCATE
POINTS ON SHEET,VERIFY CARRIERS INITIALS ANC
NUM@ER, MGDE OF SHIPFENT,BILL CF LACING NUMBER,
GET.  PENCIL FROM POCKET AND ANNOTATE COCUMENT
o . WITH CCNTROL AUMBER,TGTAL WEIGHT,CATE OF
- RECEIPT,CHECKERS NAME ,ASIDE DOCUMENT ANO REe
TURN PENCIL TO POCKET
ENOS=WITH COCUMENT ASICE ANO PENCIL RETURNEC
T0O PCCKET

oL 222 MAL ECSL SWROPC4 501 DOCUMENT(SINGLE LINE ITEM=PARCEL POST=PACKI),
. PROCESS

STARTSewITh REACH TO GEY COCUMENT

INCLUDES=ALL THE MOTICAS NECESSARY TC GET THE
DOCUMENT,GET A PENCIL FROM POCKET ,ANNOTATE
PACKING INFCRMATICN ON OOCUMENT=PRINT ([NITIALS
(THREE LETTERS),JULIAN DATE,TYPE CF CONTAINER
(THREE LETTERS),WEIGHT AND CUBE,NUMBER OF
CONTAINERSASICE COCUMENT AND RETURN PENCIL TC
POCKET

ENOS=WITH COCUMENT ASIDE AND PENCIL RETURNEC
TQ PCCKET

oL 222 LLIN ECKD SWREOPOS 848 DOCUMENT (KEY=PACK MULTI=LINE PACKS),PRCCESS

STARTSew [T+ GET KEY COCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TC CET
DOCUMENT(S) +GET PENCIL FRCM PCCKET,PRINT
INITIALS(THREE LETTERS),JULIAN CATE,"KEY DOC"™,
"X DGCUMEAT COMBINED",TYPE CF CCNTAINER,
WEIGhT ANC CUBE OF CONTAINERS ,NUMBER CF CON=
TAINERS ASICE COCUMENT AND RETURN PENCIL TO
PAOCKET

ENOS=WiTH COCUFMENT AMD PENCIL RETURNEC
TO POCKET
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DEFENSE WORK MEASUREMENT STANOARO TIME OATA ELEMENTS

0ATA DOCCUP= QUALITY SOURCE oumsTOP ™y

SOURCE ATION CCDE ELEMENT VALUE
oL 222 MAL ECRY SwWF.OPO& 1598
oL 222 MAL ECLP SWRCPO7 565
oL 222 MAL SPP=9 SWRCPOS 1702
oL 222 MAL ECLS SWROPOQ9 954
oL 222 MAL ECLL SWROP1LO 1878
oL 222 MAL ECPP SWRCP1L1 1426

OPERATICN/ELEMENT DESCRIPTICON

DOCUMENT,PROCESSePER LINE ITEM RECEIVEC AT
CCEAN TERMINAL
STARTSek [Tk OCCUMENT IN HAND
INCLUDES=aLL THE MOTICANS NECESSARY TO MQVE ANO
SCAN RECEIPY COCUMENT FOR REFERENCE PCINTS,
VERIFY TCN AOMENCLATURE AND QUALITY,0BTAIN
PENCIL FROM POCKET,ANNOVATE QUANTITY RECEIVEC,
TOTAL NUMBER CF CCNTAINERS,POC FOLL AREA
LOCATIGNGCOUNT TALLY(TICK)MARKS MAKE CALCU=
LATICNITWO DIGITS)IAND WRITE TCTAL PALLETS,RE=-
TURN PEANCIL TC POCKET
ENCS=WITH RETURN PENCIL TO POCKET(COCUMENT
IN HANO

DOCUMENT , PROCESS=PER LINE ITEM PACKEC
STARTS=uITK REACH TO GET COCUMENTICC 1248=1)
INCLUDES=ALL THE MOTIONS NECESSARY TQ GET
DOCUMENT ,VERIFY STOCK NUMBER,ITEM CECRIPTION
ANC UNIT OF [SSUE,ASICE DQCUMENT
ENOS=wWITH ASICE CCCUMENT

DOCUMENT (PER LINE [TEM PACKAGED),.PROCESS

STARTS=MITH REACKH TC GET COCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TQ GEY
DOCUMENT ANC VERIFY MATERIAL WITH COCUMENT
(DWMSTOP ELEMENT 222 SWROPOT)LCCATE INFCRe
MATICN FOR P AND P METHODS FRCM CARC FILE/
MANUAL (OWMSTOP ELEMENT 920 MFLILOI),ANNOTATE
DOCUMENT WITH INITIALS,DATE AND NUMEER OF
PIECES.ASICE CCCUMENT,RETURN PENCIL TC PGCKET

ENDS=WITH PENCIL RETURNEC YO POCKET ANC
DOCUMENT ASIDE

OOCUMENTIPER LINE UTEM SFIPPED),PROCESS

STARTS=WETF REACH TC GET COCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TG GEY
SHIPPING OCCUMENT,LCCATE POINTS,REAC CONSIGNEE
NAME ANC ACCRESS,VERIFY STOCK LCCATION,STOCK
NUMBER BAND NUMBER CF CONTAINERS,GET PENCIL
FROM POCKET,CCUNT TALLY(TICK)MARKS,MAKE
CALCULATICN ANC WRITE TOTAL NUMBER CF PALLETS,
RETUR: PENCIL TO POCKET ANO ASICE COCUMEAT

ENCS=WITH COCUMENT ASICE AND PENCIL
RETURNEC TO PCCKET

OOCUMENTIPER LINE ITEM SFIFPED=LOT VERIFI=
CATICN RECUIREQD),PROCESS
STARTS=wITH REACH TO GET COCUMENT
INCLUDES=ALL THE MOTIONS NECESSARY TO PROCESS
DOCUMENT PER LINE [TEM SHIPPEC(CWFSTCP ELEMENT
222 SWRCPO9),VERIFY LGT NUMBER,SIGN AND CATE
TWO TIMES.ASIDE DCCUMENT ANC RETURN PENCIL TC
POCKET
ENDS=WITH COCUMENT ASIDE AND PENCIL RETURNEC
TO PCCKET

DOCUMENT (PER PARCEL POST ITEM RECEIVED),
FRCCESS
STARTS=w[T+ RECEIPT COCUMENT IN HANC
INCLUDES=ALL THE MOTIONS NECESSARY TC LOCATE
POINTS CN CCCUMENT,VERIFY STOCK NUMEER, [TEM
DESCRIPTION AND UNIT OF ISSUE.CCUAT PIECES,
GET PENCIL FROM PCCKET,ANNOTATE CCCUMENT WITH
QUANTTITY RECEIVED,NUMBER OF CCNTAINERS,STORACE
LOCATICN ANC TCTAL NUMBER OF PIECES,RETURN
PENCIL TO POCKET
ENOS=WITH PENCIL RETURNEC TO PCCKET
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DATA

SQURCE ATION

oL

oL

oL

oL

oL

oL

222

222

222

222

222

222

MAL

MAL

MAL

MAL

MAL

mAL

DEFENSE WORK MEASUREMENT STANOARD TIME OAYA ELEMENTS

OCCUP= QUALITY SOURCE
CODE

ECLR

ECLA

ECOD

ECPL

ECCB

ECST

OwMSTCP
ELEMENT

SWRCP12

SWRCP13

SWRDP14

SWRCP15

SHROP1&

SWROPLE

Ty
VALUE

1358

2282

676

1531

1271

1121

OPERATICN/ELEMENT CESCRIPTION

DOCUMENT(PER LINE ITEM RECEIVED),PROCESS

STARTS=wITH SCAN ODCUMENT TO LOCATE REFERENCE
POINT{S){COCUMENT IN HAND)

INCLUDES=ALL ThE MOTIONS NECESSARY TC LOCATE
POINTS AND VERIFY STOCK NUMBER, ITEM DESCRIPe
TION ANC UNIT OF ISSUE,GET PENCIL FRCM POCKET
AND ANNOTATE COCUMENT WITH QUANTITY RECEIVEC,
TOTAL NUMBER OF CCNTAINERS,STCRAGE LOCATION,
COUNT TALLYITICK)MARKS yMAKE CALCULATION AND
WRITE TOTAL PALLETS,RETURN PENCIL TC POCKEY

ENOS=WITH PENCIL RETURNEC TO POCKET

OOCUMENT{PER LINE ITEM RECEIVED=LOT
SEGREGATION RECUIRED), FROCESS

STARTS=WITF SCAN DOCUMENT FOR REFERENCE POINT
(DOCUMENT [N HANC)

INCLUDES=ALL TrE MOTIONS NECESSARY TC PROCESS
OQCUMENT PER LINE ITEM RECEIVEDICwMSTCP
ELEFMENT 222 SWRDP12),VERIFY LOT NUMBER,SIGN
AND CATE CCCUMENT,RETURN PENCIL TC POCKEY

ENOS=WITH PENCIL RETURNEC TO PCCKET

DOCUMENT (OTHER THAN KEY=PACKING MULTI=( INE
ITEM PACK),FROCESS

STARTS=wITF REACH TO GET DOCUMENT(PENCIL
IN HANC)

INCLUDES=ALL THE MOTIONS NECESSARY TC GET
DOCUMENT,PRINT INITIALSITHREE LETTERS)oJULIAN
DATE,"CCMBINED W/ ™AND COCUMENT NUMBER
(EIGHT LETTERS,11 DIGITS),ASIDE DCCUMENT

ENOS=wITH COCUMENT ASICE(PENCIL IN MANC)

DOCUMENT (PER PACKING LIST=KEY 00C.),PRCCESS
STARTS=wITr REACH TC GET XEY DOCUMENT
INCLUDES=ALL TFE MOTIONS NECESSARY TO GET AND
PRCCESS KEY OCCUMENT(SEE OWMSTCP ELEMENT 222
SWROPOS) +GET AND PULL COPIES FROM CD ll4é~=],
ALIGN AND FCLC CCPIES AND INSERY INTO ENVELOPE

ENOS=wITH COPIES OF OO 1348=1 IN ENVELOPE

CONOITICNS=FOR MULTI=L INE ITEM OCCUMENTSePER
PACKING LIST=ADD TIME TO ANNOTATE OTFER THAN
KEY COCUMENTS(DWMSTDP ELEMENT 222 SWROPL&4)ANC
AOD 94 TMUS PER LINE ITEM OVER TWC FOR PULLLING
COPIES CF OC 1348=1

DOCUMENT (BREAKCCWN CF CONSCLIDATED PaCKk),
PROCESS
STARTSewlTF GET PENCIL FRCM POCKEY
INCLUDES=ALL THE MOTIONS NECESSARY TC CET
PENCIL MAKE TICK MARK FOR EACH PLECE AS RE=
MOVEC FROM CONTAINER,TOTAL TICK MARKS AFTER
LAST PIECE,ANNOTATE OOCUMENT wiTH TGYAL MUMBER
OF PLECES REMCVED,RETURN PENCIL TC POCKET
ENOS=WITH RETURN PENCIL TO POCKET
CONDITICNS=BASED ON AVERAGE OF SC PIECES PER
CONTAINER=SUBTRACT 17 TMUS PER PIECE LESS THIN
50 ANC ACD 17 TMUS PER PIECE OVER 5Q

DOCUMENT 4 PRCCESS=PER LINE ITEM SHIPPED FROM
NCEAN TERMINAL
STARTS=wu [Tk REACH TO GET A DOCUMENT
INCLUDES=ALL THE MOTIONS NECESSARY TC GET
DOCUMENT,SCAN FOR REFERENCE PCINTS,READ CON=
SIGNEE ¢NAME ANC ACDRESS,VERIFY FOLC AREA
LOCATION,BILL OF LACING NUMBER ANC NUMBER OF
CONTAINERS,CBTAIN PENCIL FRCM POCKET,COUAT
TICK{TALLY)PARKS s MAKE CALCULATICNS(3 CIGITS),
WRITE TCTAL NUMBER OF PALLETS,RETURN PENCIL
TQ PCCKEV,ASICE CCCUMENT
ENCS=WITH ASICE COCUMENT
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CEFENSE WORK MEASUREMENT STANDARD TIME CATA ELEMENTS

DATA 0OCCUPe QUALITY SOURCE DOWMSTCP ™Y QPERATICN/ELEMENTY DESCRIPTION
SCURCE ATICM CCOE ELENMENT VALUE
CcL 222 MAL ECOS SWRCP1S 6483 DOCUMENT(CC FGRM B08=GVER/SHORT FREIGHT,
PROCESS

STARTSewITh REACH TC GET COCUMENTY
INCLUDES=ALL THE MOTIONS NECESSARY TC GET
DOCUMENT,GET PEN,ANNOTATE COCUMENT wiTH CASE
NUMBER(3 DIGITS),REPORT DATE(JULIAN),"TD"(3
DIGITSe7 LETTERS),ORIGIN OF MATERIAL(L CUOMMA,
12 LETTERS) ,SHIPPERS NAME,BILLING REFERENCE( ¢
: OIGITS) ,CARRIER DESTINATION(9 LETTERS),VEHICLE
* IOEATIFICATION(& CIGITS,S LETTERS),BILL CF
LADING ANUMBER(7 DIGITS,2 LETTERS) CARRIER
NOVIFIEC(6 LETTERS),PERSON CONTACTEC(14
LETTERS ) 4HOW AND CATE CONTACTEC(4 CIGITS,8
LETTERS ) o NUMBER AND TYPE OF PACKAGES(2 OIGITS,
4 LETTEFS,ARTICLE OESCRIPTION(Z DIGITS,323
LETTERS) ,PACKAGE NUMBERS ANC MARKS(13 OICITS,
3 LETTERS) WEIGHT (2 DIGITS,3 LETTERS)RENMARKS
(9 LETTERS)CHECKER NAME.TITLE ANC CATE
CHECKEC (& CIGITS,22 LETTERS),LHECKERS
SIGNATURE(LO LETTERS),ASIDE OCCUMENT AND PEN
ENCS=wW {TH COCUMENT AND PEN ASICE

cL 222 MAL ECIS SWROP2C 6397 COCUMENT(CD FCRM 6=-0AMAGED/ IMPROPER
SHIPMENT REPORT),PROCESS

STARTSen[TH RESCH TO GET REPORT

INCLUDES=ALL THE MOTIONS NECESSARY TO GET REe=
PORT,GET PEN,ANNATATE REPORT wlTH ~TO"(3
DIGIYS,7 LETTERS)REQUISTION AMUMBER(14
CHARBCTERS) ,REPORT DATE{4 DIGITS),CATE SHIPPED
(4 DIGITS)CONSIGNOR(]L OASH,12 LETTERS)EILL
OF LACING NUMBERI(T CIGITS,2 LETTERS),CATE
RECEIVEC(& CIGITS),CONSIGNEE(1 COMMA,2 PERICCS-
AND 25 LETTERS),DELIVERING CARRIER ANC FREIGHT
8ILL OF LACING NUMBER(L OASKF,7 CIGITS,6
LETTERS) s TRANSPORTATICN MODE(S LETYERS),STOCK
NUMEER AND CESCRIPTION(1 OASH.,2 PERICCS.?
DIGITS,8 LETTERS),TYPE OF CARRIER ECUIPMENT
{6 LETTERS) NUMBER CF CONTAINERS/CONODITICN(3
ODIGITS),NUMBER OF ITEMS/CONCITICN(2 DIGITS),
DEFICIENCY CECRIPTICN(S OIGITS,67 LETTERS),
REPCRTING IASTALLATIONI(3 DIGITS,14 LETTERS),
REPCRTEC BY ANC TITLE(26 LETTERS) ASICE REPCRT

ENCS=W[TF REPORT AND PEN ASIDE

L 222 MAL ECLE SWRCP21 1025 OOCUMENT({PER LINE ISSUED),PROCESS

STARTSewIThH REACH TO OBTAIN COCUMENT

INCLUDES=ALL THE MOTICAS NECESSARY TO CET
DOCUMENT ANC CETERMINE STOCK LOCATICN PREPARA=
TORY TC MCVING TC LCCATION,VERIFY PATERTAL,
READ CUANTITY TO BE ISSUED ANC ASICE COCUMENT
AT LCCATICN=AFTER ISSUE,GET PENCIL FROM POCKET
AND GET COCUMENT ,RECORD [SSUE CUANTITY(THREE
DIGITS) 4PRINT INITTIALS AND WRITE CAVE,RETURN
PENCIL TO PCCKET

ENOS=wiTH PENCIL RETURNEC TO PCCKETICGCUMENT
IN FAND}

DL 222 MAL ECMO SWRCP22 617 COCUMENT ( INTRA=CEPCT MOVEMENT), PROCESS

STAMTS=nlTk REACH TO GET COCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TQO GET
DOCUMENT,GET CLIPBCARC,AFFIX COCUMENT TO CLIF=
BOARD,GET PENCIL FRCM POCKET.LCCATE PCINTS CAM
DGCUMENT ANC WRITE WAREHOUSE NUMBER,TIME OF
ARRIVAL,NUMBER OF PALLETS,REPLACE PENCIL [N
POCKET ,REMCVE COCUMENTY FROM CLIPBCARC,PLACE
DOCUMENT ANC CLIPBCARC ASIDE

. ENCS=wITH COCUMENT ANC CLIPBOARD ASICE
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CEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA GCCCUP= QUALITY SOURCE OWMSTOP ™y
SOURCE ATION CODE ELEMENT VALUE

[+18 222 MAL ECRP

oL 222 MAL ECes

oL 222 MaL  ecem

oL 222 MAL ECWC

OPERATION/ELEMENT DESCRIPTION

SWROP23 Tl DOCUMENT ,PRCCESS=PER PIECE(AIR CARGOD)
RECEIVED

STARTS=wITH REACK TCU GET AIR CARGO MANEFEST
INCLUDES=ALL THE MOTIONS NECESSARY TC CET

MANIFEST,SCAN LABEL FCR REQUISTIOMNER SERIAL,
READ SERIAL,SCAN MANEFEST FOR REQUISTIONER

SERIAL ANC NATCH,READ SHIP TO CCDE ANC CCNe
SIGNEE CN MANIFEST,MATCH WITH SAME ON LABEL,
REAC PIECE COUNT CN MANIFEST,GET PENCIL FRQONM
POCKET AND INITIAL MANIFEST,RETURN PENCIL TO

POCKET
ENOS=WITH RETURN PENCIL TC POCKET

SWROP24 1466 ODOCUMENT o PROCESS=PER BIN STCW{ONE LINE ITEM)

STARTS=WITH REACK TC PICK UP CCCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TC PICK LP
OOCUMENT ANC CETERMINE STOCK LOCATICN,ASIDE
DOCUMENT(WHEN PUTTING MATERIAL ON CART),PICK

UP DCCUMENT AND READ STOCK LOCATICNIPREPSRE YO

MOVE TC LOCATICON)},VERIFY LOCATION,STOCK
NUMBER, ITEM DESCRIPTION AND UNIT CF ISSUE(AT
STOCK LGCATION),GET PENCIL FRCM PCCXET AND

ANNOTATE WITH CATE,SIGNATURE,ASIDE COCUMENT (AT

LOCATICN),RETURN PEANCIL TO POCKET
ENDS=wITH ASTCE ODOCUMENT,PENCIL RETURNEC TO
POCKET

SWRPOD17 4721 DOCUMENT ,PRCCESS=PER BIN REPLENISHMENT

SWRSKQL 234 St

STARTSew{TH TURN BOOY FROM CART
INCLUDES=ALL THE MQOYIOAS NECESSARY TC PREPARE

BIN REPLENISHMENT CARO(DD FOR 856=SEE OwNSTOF

ELEMENT 222 SWRCPOL),0BTAIN 00 856 “REQUEST™
PART ANC SCAN FOR REFERENCE PCINT,CETERMINE
STOCK LOCATIONJASIDE CO FORM 856 TC CART=AT

LOCATION,GET CD FORM 856,READ STOCK LOCATION,

VERIFY STOCK LOCATION.STOCK NUMBER, ITEM
OESCRIPTION,UNIT GF ISSUE,ASICE OC FORM ES5¢
“REQUEST™ PART ) .

ENOS=WITH ASICE CO FCRM 856 *REQUEST"

ZE€ OF CARTCL.WRITE ON FORM
STARTS=n{T+ GET PENCIL FRGM POCKET (CCCUMENT
IN HANC)

"INCLUDES=ALL THE MOTICNS NECESSARY TC GET

PENCIL FROM POCKET,LOCATE WRITING PCINT AND
WRITE THE SIZE OF THE CARTON ON THE FCRM ANC
RETURN THE PENCIL TG PCCKET

ENOS=WITH PENCIL RETURNEC TQ PCCKET(CCCUMENT
IN HANC)

AE 234 " MAL SPOLK SAMPPXX VARIABLE PLATEUS) PREPARE,ACCRESSCGRAPH FCR [NDIVIOUAL
CR ACTIVITY

21,5, GOVERMMENT PRINTING OFFICE:

1314
812

55

1982-361-521:62

STARTS=wITH MOVE TO THE ADDRESSOGRAPH MACKINE
INCLUOES=TYPING AN ACDRESSOGRAPH PLATE INCLUD=

ING NUMBER,NAME AND ACDRESS FOR EITHER [NDOlvVe

[OUAL CR ACTIVITY
ENDS=WITH COMPLETED PLATE(S) IN HAND
CASE Ol TIME TC TYPE THE FIRST CR & .
. SINGLE ADCRESSCGRAPH PLATE
02 TYPING TIME FCR EACF ADCITICNAL
PLATE THAT (S PREPAREC



